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STATE OF CALIFORNIA Command: Division: Valley Chapter: 3
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Yuba-Sutter Valley
COMMAND INSPECTION PROGRAM Inspected by: Date: /
Hofflander, Brad, #14337 3/ (o9

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[] Division Level [¥] Command Level [ Appeal Included
[C] Executive Office Level [] Attachments Included

Date:

;3A“/aq

Forward to: Commander's Signature:

Follow-up Required:

(] Yes I No

Due Date:

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:
None.

| Command Suggestions for Statewide Improvement:
None.

| Inspector’s Findings:
Chapter 3, Command Procurement — Cal Card Program
Item #15 — Auto Technician |, has not participated in the Procurement Training.

Item 1 — Auto Technician I, has not participated in the Procurement Training.
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STATE QF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Valley Chapter: 3
Yuba-Sutter
Inspected by: Date:
Hofflander, Brad, #14337
Page 2
| Commander’s Response: ]
None.
[ Inspector's Comments: ]
None.

Required Action

Corrective Action Plan/Timeline

Auto Technician will be scheduled for the next Procurement Training.

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Comman: Division: Valley Chapter: 3
Yuba-Sutter

Inspected by: Date: _
Hofflander, Brad, #14337 L o9

Page 3

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

N/A.

[ Appeal Review/Decision: (This shall be the only level of appeal).

None.

Lead Inspeclefs lgnature Date:
TS

Respondmg Commandefré Signature (for appeal): Date:

CHP 680A (Rev. 09-08) OP1 010




STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL : T 01
COMMAND INSPECTION PROGRAM | {7s | 7™

INSPECTION CHECKLIST Evaluated by: Date:
Chapter 3, Command Procurements Hofflander, Brad , #14337 3/‘7’/0‘}
Cal-Card Program Assisted by: Date:

Page 10f2

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall.be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

For applicable policy, refer to: HPM 11.2, Chapter 3

v

[] Division Level Command Level
[] Executive Office Level (] Voluntary Self-Inspection
Follow-up Required: L] Follow-up Inspection | Comma '5/“}9”3“' & Da“? /
[]Yes ] No G I = 7l5/0¢
L v

1.

Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

B Yes

] No

LI N/A

Remarks:

Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

] Yes

B No

CIN/A

Remarks: FMS

Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

B Yes

I No

L1 N/A

Remarks: ORIGINAL TO FMS

Are California Integrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

] Yes

Bx] No

LIN/A

Remarks: FMS

If the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

1 Yes

ENO

L1 N/A

Remarks: FMS

When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

Yes

1 No

LIN/A

Remarks:

Are purchases split into multiple transactions in order
to circumvent transaction purchase limits?

] Yes

P No

LIN/A

Remarks:

Does the CHP 317 Cal Card Log fully describe the
purchase?

Xl Yes

] No

[ N/A

Remarks:

Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices?

X] Yes

CHP 680D (Rev 038-08) OPI1 010

[ ] No

L[] N/A

Remarks:




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 20f2

10. Is the CHP 317 Cal Card Log properly authorized

and maintained? Yes | [INo |[IN/A | Remarks:
11. Are credit invoices/receipts for returned items R ‘s

maintained with the bank statement? 8 Yes | [ONo |[IN/A | Remars:
12. Do non-itemized purchase receipts/invoices Remarks:

document the purchase by listing the commodity, Yes | [ONo | [JN/A | Remarss:

quantity, and unit price of the item(s) purchased on

the bank statement.
13. Are Cal Cards maintained in a secure area? ]

g Yes D No ] N/A Remarks:

14. Are Cal Card purchases pre-approved by the

COmMERde s X Yes | [INo []N/A | Remarks: EFFECTIVE MARCH 2009
15. Have all cardholders received training on the Remarks: Auto Tech | will be

Department's procurement processes? [JYes | MNo | LINA | Z508 lod for Procurement Training.
16. Are item(s) purchased with the Cal Card prohibited ‘s

by departmental policy? [TYes | BNo |[IN/a | Remarks:

CHP 680D (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Valley | Number: 201
COMMAND INSPECTION PROGRAM Z‘:Sidsblj_ﬁer -
INSPECTION CHECKLIST N ' <

4337 .
Chapter 3, Command Procurements :ggl?g;j AL Brad, #143 E:/fe/L/'/ Cj”
Contracts

INSTRUCTIONS: Answer individual items with “Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies andlor deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.,
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[_] Division Level [X] Command Level

1 Executive Office Level [ 1 Voluntary Self-Inspection

Lead Inspector's Signature:

S

Follow-up Required: L] Follow-up Inspection

[ ]Yes No

Date:

315164

For applicable policy, refer to: HPM 11.1, Chapter 22

Commaﬁue}z Signature:
v 7

1. Is a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

Remarks:Approval via
Facilities Section.

[JYes | [ONo | X N/A

2. Isa CHP 78 Contract Request used for one-time
services exceeding $4,999.097

Remarks: Facilities
Section.

[(JYes | [INo | RN/A

3. Is the Office of Primary Interest (OPI) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract payable listed on the CHP 787

Remarks: Facilities Section.

Llyes | [(ONo | BRN/A

4. Is the performance of contract services monitored
and documented?

Remarks:

X Yes | [INo | [IN/A

5. Are all copies of correspondence with the vendor
maintained?

Remarks: Invoices and
Statements .

Yes | [INo | []N/A

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

[JYes | []No N/A | Remarks: Facilities Section.

7. s the final product to be delivered described
specifically and in as much detail as possible in the
CHP 787

Remarks:

Pyes | [ONo | [JN/A

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7

Remarks:

MlYes | [INo |[IN/A

CHP 680F (Rev 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 20f4

9.

Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

[] Yes

I No

N/A

Remarks: Facilities Section.

10.

Is all work completed and accepted by the
Department before expiration of contract agreement?

m Yes

[ No

CINA

Remarks:

11.

Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

N Yes

1 No

LI N/A

Remarks:

12.

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

I No

LI N/A

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

E Yes

[] No

L] N/A

Remarks:

14.

Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

Yes

[] No

(1 N/A

Remarks:

15.

Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

K Yes

I No

L1 N/A

Remarks:

16.

Are all applicable form sections of the CHP 78
completed?

g Yes

] No

LT N/A

Remarks:

17.

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

Yes

[INo

LI N/A

Remarks:

18.

Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

Yes

(1 No

L] N/A

Remarks:

19.

Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager’s contract file?

[1No

LI N/A

Remarks:

20.

Are contract amendment request dollar amounts
increased more than 30%7?

[T No

P4 NA

Remarks:

CHP 8BOF (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
21. Is the length of the contract amendment request )
more than one year? ClYes | [INo | B N/A | Remarks:
22. Are amendments requested before the expiration of .
the original contract? [dYes | [ONo |[XNA PEIAE:
23. Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference Clyes | [INo N/A | Remarks:
room rental which is expected to exceed $4,999.99 in
total cost?
24. Do conference room rental costs exceeding the $500 _
per day limit have pre-approval from Assistant [Jvyes | [JNo N/A | Remarks:

Commissioner, Staff?

25. Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint Yes | [ONo |[JNA | Remarks:
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

26. Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if | B Yes | [JNo | [JN/A | Remarks:
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

CHP B80F (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

Page 40f4

Ch. 4, Section 4.09)

Contracts

27. Are all driver license and fingerprint information )
forwarded to Contract Services Unit (CSU), along Yes | [INo | [CJN/A | Remarks:
with the contract number for retention after
Commander review?

| 28. Is CSU advised by the command to determine if )
adverse information discovered is grounds for Yes | [(JNo |[JN/A | Remarks:
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?

29. Are all invoices, records, and relevant documentation ]
maintained for three years after the final payment of Yes | [JNo | [ N/A | Remarks: Per Retention
the contract? ' Schedule.

30. Is a log sheet maintained for a diary of activities _
related to the contract? ¥ vYes | [ONo |[JN/A | Remarks:

31. Is a computer file prepared for all contracts .
administered? [IYes | [INo N/A | Remarks:

32. Is a spreadsheet prepared listing all expenditures”? _

D Yes D No N/A Remarks:

33. Is the notification to the contractor documented for o
the start date for services to begin? X ves | [INo | [IN/A | Remarks: Facilities Level.

34. Is the contractor contacted to determine if all invoices .
have been received in order to oversee the X Yes | [ONo |[N/A | Remarks: Facilities Level.
completion of the contract?

35. Do consultant services contracts of $1,000 or more _
contain detailed performance criteria and a schedule | []Yes | [JNo | ] N/A | Remarks:
for performance? (SCM Vol. I, Ch. 3, Section 3.02.1)

36. Does the contract file contain the STD. 4 Contractor '

Evaluation form for consultant contracts? [(JYyes | [JNo N/A | Remarks:
(SCM Vol. I, Ch. 3, Section 3.02.5)

37. Does Contract work only begin after approval of the .
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) Yes | [INo |[[JN/A | Remarks:

38. Are the requirements for Government Code Section _

19130 (a) or (b) documented and justified for [(Jves | [INo | X N/ | Remarks:
personal service contracts? (GC 19130 & SCM Voi. |,
Ch. 7, Section 7.05)

39. Are any contract payments made prior to the final _

approval and execution of the contract? (SCM Vol. I, | [JYes | [ No | []N/A REMEIES:

CHP 680F (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Page Tof 3
Command: Division: Number:
Yuba-Sutter | Valley 201
Evaluated by: Date:
Hofflander, Brad,14337
Assisted by: Date:
S{4feg

Purchases

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next ievel of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action{s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

(] Executive Office Level

|7TYPE OF INSPECTION
[_] Division Level

Command Level

[] Voluntary Self-Inspection

Lead Inspector's Signature:

Follow-up Required:

[ ]Yes

[] Follow-up Inspection

[X] No

Date:

35 /e

For applicable policy, refer to: HPM 11.2, Chapter 7

v

Cowj?\%i nature:
‘,-'l {P}
A

1. Are participants in the procurement process at the )
command level familiar with the related policies and | []Yes | BINo | [IN/A Eforgsr”e(f‘r'];‘:t%;-;?: ! has not had
procedures for purchasing? .

2. Have Approvers/reviewers of purchases received .
procurement training? Yes | [JNo | [JN/A | Remarks:

3. Are prohibited items procured on CHP 43, Purchases _
Requisitions? ClYes | R No | [N/ | Remarks:

s Supplies for personally — owned equipment
+ Commodities for personal use

¢ Confirming order

¢ Purchases via the internet

4. Are separate CHP 43s, Purchase Requisitions, _
prepared for commodity items obtainable from Yes | [INo | [JN/A | Remarks:
different suppliers or from different statewide
commodity contracts?

5 5. Is all required information entered on the CHP 43,
Purchase Requisition? Yes | [JNo | [1N/A | Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each | B Yes | [INo | [J N/A | Remarks:
fiscal year (July 1)?

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for X Yes | [ONo | []N/A | Remarks:
approval?

CHP 680C (Rev 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Page 20f3

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the -
appropriate Division, and/or OPI approvals? Yes | [INo | [JN/A | Remarks:

9. Are the CHP 43, Purchase Requisitions, =
competitively bid? [JYes | [ONo |ENA Remarks:

10. Does the CHP 315, Price Comparison Worksheet, _
document at least two price quotations? [lvyes | [INo N/A | Remarks:

11. Are Limited Competitive Bidding purchase requests e Eiacal
that limit or restrict the purchase to one specific [JYes | [JNo N/A g}‘fgt‘:r'n S('F,\'Asg)a anagement
brand or model justified and in compliance with SAM ’
35557

12. Are Limited Competitive Bidding purchase requests 7 o
for items that interface with existing departmental [(Jyes | [INo N/A | Remarks: FM
equipment in compliance with SAM 3555.37

13. Do Non-Competitive Bid (NCB) purchase requests S
contain the NCB justification and NCB Corrective [IYes | [INo N/A | Remarks:
Action Plan documents?

14. Are items checked immediately for content and ]
damage when delivered? Yes | [ONo | [JN/A | Remarks:

15. Is the "received copy” of the purchase order _
approved, dated, and forwarded to the Fiscal B Yes | [INo |[JN/A | Remarks:
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

16. Are freight and/or packing slips attached to the _
received copy of the purchase order and sent to Yes | [JNo |[]N/A | Remarks:
FMS?

17. Is FMS provided a photocopy of the purchase order '
and any approved freight or packing slips as X Yes | [ONo |[JN/A | Remarks:
acknowledgement that a portion of the order has
been received?

18. Is the original "received copy" retained by the _
command for completion and forwarding to the FMS | []Yes | [ No N/A | Remarks:
when the complete shipment is received?

19. Are Damaged items delivered by common carrier _
acknowledged on the freight bill by the carrier's driver | [X] Yes | [ No | [J N/A | Remarks:

before being accepted?

CHP 680C (R
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 3 of 3

20. Is Purchasing Services Unit (PSU) notified

immediately by telephone, followed in writing either [(JYes | [INo N 1 iRemaikss NelPesuriEges.
by a memorandum or e-mail, requesting cancellation

of the requisition or deletion of an item, if it is

determined that a commodity requested on a CHP 43

is no longer needed and a purchase order has not

yet been prepared?

21. Are open purchase orders periodically reviewed and s
investigated to ensure the orders are not opened for Yes | [ No |[JN/a | Remarks:
an unreasonable length of time. (SAM 8422.0)

22. Are copies of the purchase requisitions and purchase _ the R
orders maintained for three years after payment? Yes | [INo |[[CIN/A gg{gﬁ[ﬁ; el LogRletlis)
(SCM Vol. II, Ch. 11, Topic 4) : ’

23. Are decisions documented to create a paper trail )
documenting the basis of the decisions made for the Yes | [INo |[JN/A | Remarks:
purchase? (SCM Vol If Ch. 2, Topic 11)

24. Are purchase orders split to evade competitive .
bidding requirements or to circumvent the [(JYes | [JNo A (| Regarks: FiiS

Department's delegated purchase authority limits?
{Public Contracts Code Section 10329)

CHP 680C (Rev. 09-08) OPI 010




STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Valley Number:201
COMMAND INSPECTION PROGRAM 285
INSPECTION CHECKLIST B et D g o
gfﬁgﬁg; grczglfnand Procurements T L o

- am

Page 1of2

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

[ TYPE OF INSPECTION

Lead Inspector's Signature:

Sgt. Dan Canalia, #14768

Division Level Command Level
[:’ Iz ID&A @(/b\m-’e;_
[] Executive Office Level (] Voluntary Self-Inspection

Follow-up Required: [ Follow-up Inspection

[ ]Yes X No

For applicable policy, refer to: HPM 11.1, Chapter 23

Commandegy’s Sigralure: Date:
v oY

1.

Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit?

Remarks:Approval from Facilities
D Yes D No m N/A Section.

2. Does all X Number file documentation contain the _
STD. 204 Payee Data Record? KlvYes | [ONo |[JN/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or _
landscaping) have prior approval from the Business [1Yes | [No N/A | Remarks:

Services Section commander?

4. Are X Number requests made prior to the date the )
services are performed? Xl Yes | [ONo |[JN/A | Remarks:

5. Are X Numbers issued for a one-time use? .

m Yes D No |:| N/A Remarks:

6. Are prohibited services performed using an X _
Number? [JYes | [XINo |[[]N/A | Remarks:

7. Are X Numbers used for the procurement of a _
service and not the purchase of a commodity? X]Yes | [ONo |[[JN/A | Remarks:

8. Are X Numbers issued for telecommunications _
related services pre-approved by [(JYes | XINo [[JN/A | Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services . .
{such as roof repair, electrical) costing over $1,000 [JYes | [INo X N/A gggii':s'Approva' STaF aGiiiss
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual

agreements have prior approval by the appropriate
Assistant Commissioner?

D Yes I:I No b_(] N/A Remarks:Approval from Facilities

Section

CHP B80E (Rev 09-08) OPI 010




STATE QF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 2 of 2

Assistant Commissioner?

Section.

11. Do all X Numbers awarded to a non-small business

. . R Remarks: Only Small Busines:
vendor contain three price quotations? dyes | [ONo | [XIN/A Ncllicli

12. Do all X Numbers awarded to a small business s
vendor contain the small business certification from [ Yes | CONo |[ON/A | Remarks:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 _
Drug Free workplace certification for X Number X Yes | [ONo | [JN/A | Remarks:
vendors?

14. Do emergency service X Numbers document and s
justify the emergency? M Yes | [ONo |[[JN/A | Remarks:

15. Is the itemized invoice for each X Number service )
maintained in the command’s files? Yes | [JNo | [ N/A | Remarks:

CHP 680E {Rev. 09-08) OPI 010
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STATE OF CALIFORNIA Command: Division: Chapter;” * L
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Woodland Valley 3
COMMAND INSPECTION PROGRAM Inspected by: 372:9/09
EXCEPTIONS DOCUMENT D. R. lketani

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. nder “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewid_e
improvement, identified deficiencies, corrective action plans. ‘A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the [C] Corrective Action Plan Included
(] Division Level [X] Command Level | nspectior:

[[] Attachments Included
[J Executive Office Level hotirs

Follow-up Required: Forward to:

] Yes I No

Due Date:

Inspector’s Comments Regarding Innovative Practices:

Pursuant to HPM 22.1, Chapter 1, Woodland Area conducted a comprehensive evaluation of the

Command’s procurements to ensure compliarice with departmental policy. No discrepancies were
noted.

The following documents were completed as part of this inspection:

* Exceptions Document

* Command Procurements Cal-Card Program Inspection Checklist
* Command Procurements Contracts Inspection Checklist

* Command Procurements Purchases Checklist

* Command Procurements X-Number :Program

| Command Suggestions for Statewide Improvement: ]
None
| Inspector's Findings: ]
None.

CHP 680A (Rev. 02-09) OPt 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Command: Division: Chapter: ‘l
Woodland Valley :
Inspected by: ] D7t2e:9 . ‘
Page 2 D. R. Iketani 1

| Commander's Response: [] Concur or L] Do Not Concur (Do Not Concur shall document basis for response) |

etc.)

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,

Corrective Action Plan/T imeline

N/A

'T] Employee would like to discuss this report with
the reviewer.
(See HPM 9.1, Chapter 8 for appeal procedures.)

o1frsfor

INSPECTOR'S SIGNATURE

DATE

] Reviewer discussed this report with REVIEWER'S SIGNATURE
employee
1 Concur [] Do not concur

DATE

CHP 680A (Rev. 02-09) OP] 010
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STATE OF CHEFDRNIA

DEPARTNENT OF CALIFOIRMIA HIGHNAY PATROL
COMBMAND INSPECTION PROGRAR
IRSPECTION CHECKLIST

Chapler 3, Command Prosuremsante

LAs

Wrad fo 01347 B-/8w9

CORY a2

Comemam:

vmm\l%u ey [201

Tl ,

?\p Caride,

Dﬁzlm

‘55

1 Vevany

1 bafos

INSTRUCTIONS: Answer individueal ikermz with “Yes™ or *No™ answers, o & in the bianks as indicated. Any dscrepancies wilh pooy,
apphicable kegal sishues, or dofictensies notad in'the inspeclinns shall be comenemesd on via the “Remariks” seciion. Additionaly, such

tiscrepancies andier deficiencies shall be documentad on an Exreptions Docament and addrassed to fire next sl of command,

Furhearmpre, the Expeptions Dosument shall inchude any fokow-up

antior comective aciinnic) iaken. ifthis form s used as a2 Follmseup

inspacticn, the “Follow-up Inspesiion” box shall e marked and Dnly defecient haeens need i e re-inspeched.

TYPE OF INSPECTION
] Divisian Lewvel Q]\Cnmmand Lewved

[ Exenutive Difice Lewal [ voluntary Se¥-inspeciion

ol

LEar Inspecars Sigaturne:

Follow-up Requirad: [ Fallow-up inspection

[]¥es [ INo

s I

For applicekle policy, nefar to: HPR 1.2, Chapber 3

1. Are sl employess assooiated with fhe wse of the Cal- ‘ ' X
Card program complefing the SHP 785, Confict of ],il vae | Mo | [ nea | Remamks
inferest Stafement Emniowse form?
2. AmE =STD. 21 Drug Free w:;rkpia::e earEicaiions
maintained within the Gal Card commard file for g Yes | Mo | [ wia | REMERS
eash wendor wEized?
3. Are 5TD. 204 Payee Data Record forms meinmsined ,
in the Cal Card command fle for each vendor R ves | [Iko | O we | Remaks
utilized? §
4. Are Caffforniz integreted Weste Management Board L :
Form 74 documents maintained for sach wendor 1zj Yes | [Ino | [ Wi | Remams
wtilized?
5. i the vendor is a small business or DWBE s wiliizad,
ks fhe carlfication letter from the Department of vee | e | O WA BE’"E’QE NOC Al i
General Services maintained in the fBa? ;z ey fé\o\\ D@g e nekq \'\-t
ONnd DS Shami>
B. When fair and reasonable is ulilized, = the fair and A
reasonable method documented and properly m"a‘ﬁeg [ Mn O WA REMAKE
justifiad?
7. Are purchases split imbo multipde transactions in ondes
o cfroumvant ransaciion purchase limits ] ¥es .[Z\/'T-Hﬂ [ mge, | Femmanies
2. Daes ihe CHP 397 Cal Card Log fidly describe e
purchasa? Kves | Oma | [JNm | Remams
8. Are bank siatements renonciled with e THP 217 o
Cal Card Log and the recsipis/imaicas? ves | [Ino | [ wes | Remams
7

Dl AT ey -8) OF 0



STATE OF CALEDRHNIA
DEPARTWENT GF CULIFORNLA HIGHMAY PATROL

COMBAND INSPECTION PROGRAR
MSPECTION CHECKLIST

Chapber 3, Cormmand Procurernents

Cal-Cand Program

Page

Iof 2

40, Are credit invoicestreceipts for retumed izms
mairtained with the bank statemant?

g

ResmaTks:

41. Do non-itemized purchase receiptsfinveices
document the purchase by lisfing the sommaodity.
quantity, and unit price af the itern{s} purchased on
the bank statement.

O ¥es

E

12, Are Cal Cards maintained in 8 SeCUTE an=g?

Eﬁ’e‘s

[ Mo

) NI

Remanks:

13. Are 'Zal Card purchases pre-approved by fhe
commander?

g

] M

REmama

14 Hawe all cardholders recedved {raining on the
Department's procurarmertt prOcESses?

M‘n‘es

L_ jﬁl‘-ﬁlu

s

Rematke

15, Are ftem(s) purchased with the Cal Card prohibitad
by deparmenial palicy?

[ *es

[;z(%rqn

] MR

REMaKE

ol BBAES (e, fib-E22) 1 B




STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: 3“"::‘”1 2‘;’5"““
COMMAND INSPECTION PROGRAM | Woodland . -
INSPECTION CHECKLIST Ceptait R 1/29/09
Chapter 3, Command Procurements Assisted by: Date:
Contracts

Yo ¥at

Page A@Of

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the blanks as indicatedﬁAn)Ldiscrepanciewith-policy,——
applicable legal statues, or deficiencies noted in the inspecticns shall be commented on via the “Remarks” section. Additionally, such :
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the-next level of command. - — - ==
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. - If this form-is-used-as-a-Follow-up—
Inspection, the "Follow-up Inspection” box shall be marked arid only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
] Division Level [X] Command Level
[J Executive Office Level [3 Voluntary Self-Inspaction .
pay| Pt
Follow-up Required: LI Follow-up Inspextion CV“W":‘%’E% Daﬁq/“ o
[ ]Yes [ ]No /\ / o
For applicable policy, refer to: HPM 11.1, Chapter 22
1. Is a CHP 78 Contract Request used to initiate all N
service contracts which are repetitive, regardless of | i Yes | [INo | [ N/A | Remarks:
the estimated dollar value?
2. Is a CHP 78 Contract Request used for one-tirne S
services exceeding $4,999.997 Clyes | O No E{N/A SAAgSSs
3. Is the Office of Primary Interest (OPI) tracking RE
numbering beginning with the requesting command | [JYes | [JNo | [ N/A | Remarks:
three-digit location code used, followed by “CP" for
contract payable listed on the CHP 78?7
4. s the performance of contract services monitored ——
and documented? lZ(Yes CINo | [ N/A | Remarks:
5. Are all copies of correspondence with the vendor -
maintained? i Yes [ONo | CON/A | Remarks:
6. Are letters for contracts documented and maintained Rermarks:
which outline any problems related to substandard or IZ(Yes [INo [[JN/A | Remarks:
non-performance of the vendor?
7. Is the final product to be delivered described d =
specifically and in as much detail as possible in the Yes | [JNo | [JN/A | Remarks:
CHP 787
8. Are all required levels of approval/signature obiained, E{ e
including the required documentation and approvals Yes | [INo | [JN/A | Remarks:
for expedite and emergency contracts per HPN! 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7?

CHP 680F (Rev 09-08) OP1010



Page 20f4
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six lZ( Remarks:
months from the anticipated start date of the contract | [] Yes | [[] No N/A | Remarks.
pre-approved by Assistant Commissioner,- Staff, for -

--expedited processing?

10. Is all work completed and accepted by the / P
Department before expiration of contract agreement? | [J Yes*| [J No N/A [ Re )

11. Are contract services performed according to the Remarks:
quality, quantity, objectives, timeframes, and in the %es O No | [ N/A | Remarks:
manner specified in the contract (e.g., review
progress reports and interim products)?

12. Are invoices for payment reviewed and approved to Remarks:
substantiate expenditures for work performed and to Zﬁ(es [ONo | [ N/A | Remarks:
prevent penalties being assessed?

13. Are contract expenditures monitored to ensure “here Remarks:
are sufficient funds to pay for all services rendered [JYes | [INo Zr N/A | Remarks.
as required by contract?

14. Does the requestor verify the contractor has fulfilled S
all requirements of the contract before approving the Zers [CJNo | [JN/A | Remarks:
final invoice?

15. Is the final invoice identified and approved, as Remarks:
appropriate and forwarded to Fiscal Management Zers (O No | [ N/a | Remarks:
Section for payment?

16. Are all applicable form sections of the CHP 78 e
completed? Qers [CINo | [ N/A | Remarks:

17. Do emergency contracts document and justify g Berafice:
sudden, unexpected occurrence that poses a clear Yes | [INo | []JN/A | Remars:
and imminent danger, requiring immediate acticn to
mitigate the loss or impairment of life, health,
property, or essential public services?

18. Are all employees associated with the managernent -
of a contract completing the CHP 78S, Conflict of OvYes | [INo ler/A e
Interest Statement, Employee, form?

19. Are problems concerning the contractor's -
performance fully documented in writing and madea | [JYes | [JNo | [ N/A | Remarks:
part of the contract manager's contract file?

20. Are contract amendment request dollar amounts IZ{ Remarks:
increased more than 30%? [(JYes | [INo N/A | Remarks:

CHP 680F (Rev. 03-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page

3of4

21.

Is the length of the contract amendment requesit

O

(2}

more than one year? _

[2( N/A | Remarks:

22.

Are amendments requested before the expiration of
the original contract? -~ ——~— — -~

O
&

IZ(N/A

Remarks:

23.

Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conferenc2
room rental which is expected to exceed $4,9913.99 in
total cost?

No

O

A NA

Remarks:

24.

Do conference room rental costs exceeding the: $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

[ Yes

I No

ZIN/A

Remarks:

25.

Are California Department of Justice (DOJ) anc
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

[ Yes

I No

IZﬁ\UA

Remarks:

26.

Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 dzys:

(1) Alam and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service:!
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)

(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(19)Uninterruptible Power Supply Maintenance and Flepair

#ves

[INo

LI N/A

Remarks:

CHP B880F (Rev 09-08) OP1010




Page 4 of 4
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information Remarks:
forwarded to Contract Services Unit (CSU),-aloag lZ(Yes ) No—-EJ N/A | Remarks. —_—
with the contract number for retention-after
Commander review?

28. Is CSU advised by the command to determine if ﬁ Remarks:
adverse information discovered is grounds for Yes | [JNo | [JN/A | Remams:
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?

29. Are all invoices, records, and relevant documeritation EErer
maintained for three years after the final payment of ™ Yes OONo | CJN/A | Remarks:
the contract?

30. Is a log sheet maintained for a diary of activities: _
related to the contract? - [JYes | [ONo [Z/N/A fRSmanc:

31. Is a computer file prepared for all contracts .
administered? OYes | [INo |z( N/A | Remarks:

32. Is a spreadsheet prepared listing all expendituras? )

Yes | [OINo IE/N/A RSOISS:

33. Is the notification to the contractor documented for S
the start date for services to begin? [(OYes | [ONo |[AN/A | Remarks:

34. Is the contractor contacted to determine if all invvoices Remarks:
have been received in order to oversee the OYes | [No dN/A St
completion of the contract?

35. Do consultant services contracts of $1,000 or more .
contain detailed performance criteria and a schadule | []Yes | [J No IZ/ N/A | Remarms.
for performance? (SCM Vol. 1, Ch. 3, Section 3.02.1)

36. Does the contract file contain the STD. 4 Contractor B earee!
Evaluation form for consultant contracts? (JYes | [JNo IZ/N/A emas
(SCM Vol. I, Ch. 3, Section 3.02.5)

37. Does Contract work only begin after approval of the £
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) OYes | CONo | fgd N/A | Remarks:

38. Are the requirements for Government Code Section e
19130 (a) or (b) documented and justified for ClYes | [ No Z{N/A Remarks:
personal service contracts? (GC 19130 & SCM Vol. |,

Ch. 7, Section 7.05)

39. Are any contract payments made prior to the fir.al s

approval and execution of the contract? (SCM Vol. I, | [JYes | []No IZ{N/A FRQIAHSS:

Ch. 4, Section 4.09)

CHP 680F (Rev. 09-08) OPI 010
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STATE OF CALEORNIA
DERARTNENT OF CALFDRNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRARM
BESPECTION CHECKEIST
Chepier 3, Commaend Procursmeants

INSTRUCTIOMS: Answear indiidual ibens with “Yes™ oc “No™ answers, o & in the bianks as indicated. Any descmpanciss with pokoy,
appicable kegal siaives, or deficlencies nobed in the mspeciions shall be comenenad on viz the “Remarks™ sexion Addittonaty, siech
discrepancies andfor deficiencies shall be docunenbed on an Excepticns Docwenent and atdrassed o fhe nesd bevel of sommand,
Furthermore, the Exceptions Document shakl inchirde any foliow-up and/or eomeciive aslion|s)taken. if s form s used a5 3 Foliow-um
inspaciion. the Follow-up Inspeciion™ box shall be marked and only defisient iems need o be re-inspected

M Command Leve!

[ Division Lewel

[[] Executive Ofisse Lenasl [] Volumtery Seli-inspaction

Follow-up Reguirad: =S z TaE
[1¥es [ No [ Foliow-up Inspection 0/ /g,y /5.7

For appliceble policy, neferto: HPW 112, Chapbsr 7

1. Are panicipanis in the peoourament process at the
comemand lewsal famifiar with the reiated palizies and @ Yes
prosedures for purchasing ?

CIne | [ Nee | Remans

2. Have Approwversireviewsrs of purchases racaivad

procurensent iraining? @_’a’e:s CIne | O Nea Nt
3. Are prohibited fems procuned en OHP 43, Punchesas )
Requisitions? Oves | Hne | O nN | Remame

Suppiies for parsonally — owmed eguinment
Commicditias for personal use

Canfirmeng ander

Purchases wis the iniemst

B F ¥

4. Ane separate GHP 43s, Purchase Reguisitions,
prepared for commodity tems abtainable from E Yes (] nio [ mie Remarks
giffenent stappliers or from different statowide
commodity contracis?

m

Is 8k reguired information entered on the SHP 43,
Purchase Reguisition? B ves | Ono | [ na | Remane

8. A ihe CHP 43, Purchase Raquisifions, numbersd
cansecutively, starfing anew at the beginning ofeach | X ves | [Ine | [ Na
fiscal year Lluly 1772

REMaTkE

7. Are expedied requesis for the purchase of goods
forwanded 1o the Assistant Commissioner, Staff, for | [T Yas | [JMa | [J wia | Remans

approval?
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ETAIE OF CALIFORNIA
DIERARTNENT OF CALIFORNMIA HIGHWAY PRTROL

COMMAND INSPECTION PROGR.ARM
MSPECTION CHECKLIST

Chepter 3, Commend Procurermernts

Purchesss

20. s Purchesing Senvices Lingt {F5U} noiified
snmediataly by telephone, foflowed in wiiing afther
by a memorandurm or e-mail, requesiing cancellation
of the nequisidion or debetion of an item, Fiis
determined that & commedity requested en a CHP 43
is no longer nesded and & purchese order has not

yet been prepared?

[X] ves

[ waa

2. Are open purchase ordess penotksaly revewet and
investigated o encune the orders are nat opened fior
an unreasonable length of fime. (S8N BL22 )

[ Mo

[ wz&,

23 Are sapies of ihe purchese nequistitons and purchese

erders maintaimed for thnee years after peymet?
I5Cad Wol 1, Che 11, Topic 4)

] o

] KA,

23. Are depisions tocument=d o creste & paper frail
documenting the basis of the decisions made forihe
purchase? (SCM wal Il Ch. 2, Tepic 17)

e

[ Wia

54 Are purchase orders splt e evade compeiiiive
bidding reguirements or io cirzumvant the
Department's delegeted purchase authosty Imigs?
fPubic Contracts Code Seclion T0338)

[ MR

REmAEIE

Ll HEDS. ey, RE-08LCET DAL




Page 1o0f2
STATE COF CALIFORKIA
OEPARTMENT OF CALIFDRRIA HIGHWAY PATROL M Commanm IO, Mo,
COMAAND IRSPECTION PROGRAR \M\LM \9@@ \rl e q | SO0 _ I
ISPECTION CHECKLIST o g <
Chapter 3, Coramand Procurements E&fﬂ\e (-0(( o\, ,\J;q /O’
¥-Number Program D\&\ L\L@xﬂ\\\ | }% ,/Dﬁ

INSTRUCTIONS: Answer indiidsa heens with “Yes™ or “Ng” answers, o fE in the banks as indicated. Any discrepancies with pafioy,
appEcable legal siatwes, or deficiencies nobed in the inspestinns shak be commented an via the "Remarks" sackon. Additionaly, sich
dissrepancies andfor geficiencies shall be documented on an Exceptions Docwnent and addnsssad to the next kel of command.
Furtivermpre, the: Exceptions Document sha inciaste any fokow-up and/or comective aciion{s) aken. 1F ks form is used as 3 Folime-up
inspection, the “Follow-up Inspesiion® bax shall be marked and only defisient ibems need i be re-inspeshad

TYPE OF INSPECTION

[] Division: Learsl

[& Commaeand Leyval

LAad Inepessars Sigrar

Conede

i sucto

[ Execulive Odfice Lewveal (] Mobuntary Sel-inspecticn
— — . AV
Follow-up Requirad: | Ul Follow-up inspertion | 20 I : /
[]¥es [ ] No Ot29/07
For applicable policy, nafar bo: HPM 111, Chapbsr 23
1. Are rmufliple ¥ Numbers awarded 1o the same wenear
o cirnumyent the $4,888 coniract limit? [ ¥eas {‘-ﬁ%m [ mia, | REmake
2. Dwoes all X Number file documentation comtam fhe Nt \l fr LU
STD. 204 Payes Dain RecordF T ves | (Mo | []Wia | Remans |
: \endor
3. Do X NMumbers requErng a contrast {ie., jantorsl or L >
landscaping) have prior approval from the Susiness O¥as | [JMNo NS | AR A .
Segvices Secfion cormmander? M\ R \\\Sn‘ %{L’C}T\Oﬁ
ONALS
4. Are X Momber reguests made prior to the date the
services are performed? K ves | Mo | [ nes | Remaks
5. Are X Wumbers tssued for 2 one-fime use?
Nives | Ovio | [ wia | Remane
6. Are prohibited services periormed psing an X ‘ ‘
Naurmbes? [ ¥es Z(Nu [] miw, | Femamks
7. Are X Mumbers used for the procurement of 8 - )
service and not fhe purchase of 2 commodiy? Nﬁﬁes [T | [ migs, | REmanks
B. Ame X hNumbers issped foc telecommumicatinms
related services pre-appeoved by O wes | []JHNo t)_/:] Mg, | FEmAMS
Telezormmunications Section? \
2. Dwv X hlumbears used for faciliies related semwices
{such 25 roof repair, elecirical) eosling over $1,000 [ B ves | [Ona | [ | Remans
hawe prior aporoval from Facilies Secfion?
1. Do X Numbers issieed for dapsed contractual
agreemeris haye prior apgroval by e appropriate [ ¥es | [JHo fufn | PRECTEMKE
7

Assisiant Sommissionear?

Eif AEDE {Fowe . [B-021] O [13D




STHIE OF CALETORMIA
DERARTRENT I0F CALIFORN L, HIGHAWAY FRTROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Commend Procurements

¥-Number Program

Page

20f2

11. Do all X Numbers awarded to a non-small business
vendor contain three price quoiations?

[ Yes

gﬁ'wn

e

FREfMATks:

12. Do gll X Numbers awarted to a small business
vendor contain the small business certfisation from
the Department of General Services {DGESY?

[ No

[ NiA

Remarke:

1. Does the file documentation comtain the 51D, 21
Drug Free workplace certfization for ¥ Wumber
wzngdoas?

I No

RS

REmanks:

T 44. Do emergency service X Numbers document and
justify the emengency?

[ No

[ N

Remansa:

15. 15 the itemized invoice fior aach X MUmber sarvice
maintained in the command's filkes?

I No

[ MIA

Remarks:

[ IPREAE [Foae. [B- D] OF U




STATE,OF CALIFORNIA Command: = Division:l — Chapter: Chapter 3,
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Truckee Valley Cal-Card Program
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOC' IMENT Sergeant Steve Bryan, #10527 | 11/28/2008
. “{ WY
cv i indicateodENEr the ch
INSTRUCYIONS: This docum :nt shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated?EMter the chapter

number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION X Corrective Action Plan Included
[ Division Level [X] Command Level [] Appeal Included
[ Executive Office Level [] Attachments Included

Date:

Forward to: Commanpder's Signature:

Due Date: Q\ Q‘-‘l\-ﬂ

Follow-up Required:

Yes [ No

¢

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

| Command Suggestions for Statewide Improvement:

| Inspector’s Findings:

ltem #2: No STD 21’s were located in the Cal-Card Command file for each vendor.

ltem #4: No CHP 74 in Files
ltem #10: CHP 317A missing.

Item #15: Auto Tech. has not received training.

CHP 680A (Rev. 03-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division: Chapter: Chapter 3,
Truckee Valley Cal-Card Program
Inspected by: Date:

Sergeant Steve Bryan, #10527

11/28/2008

[ Commander's Response:

The OSSI will obtain a STD 21, Drug Free Workplace Certification from each vendor and place them
into the respective file. CHP 74 and CHP 317A will be up dated and filed.

| Inspector's Comments:

Required Action *

Corrective Action Plan/Timeline

The area’s OSSI has requested the STD 21, and will place each into each vendors file. CHP 74 and
CHP 317A’s will be completed and filed. The areas Auto Tech. will receive training when it becomes

available.

No further action necessary.

CHP 680A (Rev 09-08) OP1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Command: Division: Chapter: Chapter 3,
Truckee Valley Cal-Card Program
Inspected by: Date:

Page 3 Sergeant Steve Bryan, #10527 | 11/28/2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

I Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector's Signature: Date:

CHP 680A (Rev. 09-08) OP1010
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STATE OF CALIFORNIA

Page 10of2

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

Command: Division:

COMMAND INSPECTION PROGRAM | Truckee Valley

Number: Chapter 3,
Cal-Card Program

Evaluated by:

Date:

INSPECTION CHECKLIST
Chapter 3, Command Procurements 2222?;?1[ Steve Bryan, #10527 51;31;:;28/2008
Cal-Card Program OSSlI Terri Fisher, #A12351 11/28/2008

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the

"Remarks" section. Additionally, such

discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) ta

ken. If this form is used as a Follow-up

Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspetipr's Signature:

-

(] Division Level Command Level / /6(37-{ _g;;?‘:
[] Executive Office Level Voluntary Self-Inspection } / )
FO“OW-UP ReqUired: D FO”OW—UP |nspecﬁon Commant\ijs/i{g"nature:/( Date: .
A/ 25L-t"'—i// — /-~ P ~0F

Yes [ JNo

For applicable policy, refer to: HPM 11.2, Chapter 3

3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

Xyes | (ONo |[ONA

Remarks: Captain Ross is the only
employee required to fill out the
CHP78X.

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

COyes | XNo |[[INA

Remarks:No STD 21 on file.

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

Yes | (ONo |[JNA

Remarks:

4. Are California Integrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

ClYes | XNo |[JNA

Remarks: No CHP 74 in file.

5. Ifthe vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

KlYes | ONo |[[ONA

Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

Ovyes | ONo | KINA

Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits?

CJyes | XNo |[JNA

Remarks:

L

8. Does the CHP 317 Cal Card Log fully describe the
purchase?

KlYes | (ONo |[JNA

Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices?

Yes | [JNo |[JNA

Remarks:

CHP 680D (Rev. 09-08) OP! 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 20f2

| 10. Isthe CHP 317 Cal Card Log properly authorized )
and maintained? [1Yes XINo | [JN/A | Remarks: Need CHP 317A
completed.
11. Are credit invoices/receipts for returned items Remarke:
maintained with the bank statement? XYes | ONo | [JNA gl
12. Do non-itemized purchase receipts/invoices Remarke:
document the purchase by listing the commodity, Yes | [JNo | [JN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement,
13. Are Cal Cards maintained in a secure area? Remarks:
Yes | [JNo [ [JIN/A | Remarks:
14. Are Cal Card purchases pre-approved by the Remarks:
commander? Yes | [JNo [[JN/A | Remarks:
15. Have all cardholders received training on the Remarks: Automotive Tech. needs o
Department's procurement processes? [ Yes No .| CON/A i il :
16. Are item(s) purchased with the Cal Card prohibited Remarke:
by departmental policy? [OJYes | XINo |[[JN/A | Remarks:

CHP 680D (Rev. 09-08) OPI 010




7A1E OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter: Chapter 3,
Truckee Valley Goniracts
Inspected by: Date:
Sergeant Steve Bryan, #10527 | 12/08/2008

==3

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION
[] Division Level Command Level

[] Executive Office Level

Corrective Action Plan Included
[C] Appeal Included
[J Attachments Included

Forward to:

Follow-up Required:

J No

Yes

Due Date:

Chapter Inspection: -

Inspector's Comments Regarding Innovative Practices:

Commander’s Signature:

Date:

?"‘i"oq

| Command Suggestions for Statewide Improvement:

| Inspector’s Findings:

—

The X Number procurement system has been changed. The 78X’s are obtained processed and
approved through Facilities Section. The area assists with obtaining the required 3 bids or the one bid
from a certified small business. All payments and billing are handled by the Contract Section.

A large number of the items to be examined in this inspection are not applicable to the area.

CHP 680A (Rev 09-08) OPi 010



STATh OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Chapter: Chapter 3,

COMMAND INSPECTION PROGRAM Truckee Valley Contracts
Inspected by: Date:

E%%EPTI?NS D,OCUMENT Sergeant Steve Bryan, #10527 | 12/08/2008

| Commander’s Response: |

Diary will be implemented by the OSSI for both items 4 and 30.

| Inspector's Comments:

Required Action

Corrective Action Plan/Timeline

The areas OSSI will implement a diary for the above corrections.

No further action necessary.

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEFDTIONS DOCUMENT Command: Division: Chapter: Chapter 3,
R Il Truckee Valley GEngees
' Inspected by: Date:
Sergeant Steve Bryan, #10527 | 12/08/2008

Page 3

Appeal Process: . (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector's Signature: Date:

—Responding Commander's Signature (for appeal): Date:

CHP 680A (Rev 08-08) OPl 010




STATE OF CALIFORNIA e .
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: bl
COMMAND INSPECTION PROGRAM | Truckee Valiey —

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 10f4

Evaluated by:
Sergeant Steve Bryan, #10527 | 12/08/2008

Assisted by:

Date:

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next leve! of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

] Division Level Command Level -() g <
- @7 A T
[] Executive Office Level X Voluntary Self-Inspection
Follow-up Required: [J Follow-up Inspection Date:

[]Yes No

1~~~

For applicable policy, refer to: HPM 11.1, Chapter 22

Comma\rﬁ Signature: 2
N AR ey ML

1. Is a CHP 78 Contract Request used to initiate all .
service contracts which are repetitive, regardless of Yes | [ONo | X N/A | Remarks:
the estimated doliar value?

2. Is aCHP 78 Contract Request used for one-time _
services exceeding $4,999.99? [JYes | [ONo | X N/A | Remarks:

3. s the Office of Primary interest (OPI) tracking )
numbering beginning with the requesting command X Yes | [ONo |[JN/A | Remarks:
three-digit location code used, followed by “CP” for
contract payable listed on the CHP 787

4. s the performance of contract services monitored .
and documented? [JYes | [ No | [OJN/A | Remarks:

5. Are all copies of correspondence with the vendor .
maintained? Xl Yes | [INo |[JN/A | Remarks:

6. Are letters for contracts documented and maintained .
which outline any problems related to substandard or | [X Yes | [ No | [JN/A | Remarks:
non-performance of the vendor?

7. Is the final product to be delivered described .
specifically and in as much detail as possible in the X Yes | [JNo | [JN/A | Remarks:
CHP 78?

8. Are all required levels of approval/sighature obtained, '
including the required documentation and approvals Yes | [ONo |[JN/A | Remarks:
for expedite and emergency contracts per HPM 11.1,

Chapter 22, before forwarding the CHP 78 or CHP
78A7

CHP 680F (Rev. 09-08) OPI1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page 20f4

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

[ Yes

I No

N/A

Remarks:

10. Is all work completed and accepted by the
Department before expiration of contract agreement?

X Yes

O No

CINA

Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

Yes

I No

O NA

Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

Yes

I No

CINA

Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

[ Yes

I No

N/A

Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

Yes

I No

CIN/A

Remarks: Only the work performed
on the area level. Facilities notified of
completion.

15. Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

[J No

CIN/A

Remarks:

16. Are all applicable form sections of the CHP 78
completed?

Yes

I No

CIN/A

Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes

[ No

CINIA

Remarks:

18. Are all employees associated with the Mmanagement
of a contract completing the CHP 788, Conflict of
Interest Statement, Employee, form?

1 Yes

[J No

X N/A

Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

Yes

[ No

LIN/A

Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%7?

[J Yes

[1No

X N/A

Remarks:

CHP 680F (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Page

3of4

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. Is the length of the contract amendment request Risiviaiis:
more than one year? [(JYes | [JNo N/A | Remarks:

22. Are amendments requested before the expiration of —
the original contract? OYes | [ONo | I N/A | Remarks:

23. Is a service contract on a CHP 78, Contract Request Remarke:
initiated for any commercial meeting/conference Cdves | [ONo | [XIN/A | Remarks:
room rental which is expected to exceed $4,999.99 in
total cost?

24. Do conference room rental costs exceeding the $500 Remarks:
per day limit have pre-approval from Assistant CYes | [ONo | XIN/A | Remarks:
Commissioner, Staff?

25. Are California Department of Justice (DOJ) and Remarke:
Federal Bureau of Investigation (FBI) fingerprint Yes [ [JNo |[]N/A | Remarks:
checks and driver license checks conducted for ail of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

26. Is a driver license check conducted for, but not Rewari
limited to, all of the following types of agreements, if Yes | [JNo | [JN/A | Remarks:

the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cieaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

CHP 680F (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTNERT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Page 4 of 4

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information Remarks:
forwarded to Contract Services Unit (CSU), along Yes [ [JNo | [JN/A | Remarks:
with the contract number for retention after
Commander review?

28. Is CSU advised by the command to determine if Remarks:
adverse information discovered is grounds for X Yes | [JNo | [ NA | Remarks:
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

29. Are all invoices, records, and relevant documentation o
maintained for three years after the final payment of Yes | [JNo |[JN/A | Remarks:
the contract?

30. Is a log sheet maintained for a diary of activities ) il .
related to the contract? CdYes | XINo |[]N/A | Remarks: Area will implement diary.

31. Is a computer file prepared for all contracts s
administered? ClYes | [ONo |[XIN/A | Remarks:

32. Is a spreadsheet prepared listing all expenditures? )

D Yes D No E N/A Remarks:

33. Is the notification to the contractor documented for _
the start date for services to begin? OYes | [ONo | [XIN/A | Remarks:

34. Is the contractor contacted to determine if all invoices R )
have been received in order to oversee the Yes | [INo |[JN/A | Remarks:
completion of the contract?

35. Do consultant services contracts of $1,000 or more )
contain detailed performance criteria and a schedule | [JYes | [JNo | [XI N/A | Remarks:
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

36. Does the contract file contain the STD. 4 Contractor _
Evaluation form for consultant contracts? [(JYyes | [ONo N/A | Remarks:

(SCM Vol. I, Ch. 3, Section 3.02.5)

37. Does Contract work only begin after approval of the _
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) dYes | [ONo |[XN/A | Remarks:

38. Are the requirements for Government Code Section _
19130 (a) or (b) documented and justified for [(JYes | [ONo | XIN/A | Remarks:
personal service contracts? (GC 19130 & SCM Vol. |,

Ch. 7, Section 7.05)

39. Are any contract payments made prior to the final )

approval and execution of the contract? (SCM Vol.l, | [JYes | []No N/A | Remarks:

Ch. 4, Section 4.09)

CHP 6BOF (Rev. 09-08) OPI 010




ZTATE OF CALIFORNIA
- DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter: Chapter 3,
Truckee Valley Purchases
Inspected by: Date:

Sergeant Steve Bryan, #10527 | 12/01/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the .document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

| TvpE OF INSPECTION
[] Division Level [X] Command Level

[] Executive Office Level

] Corrective Action Plan Included
(] Appeal Included
[ Attachments Included

Forward to:

Follow-up Required:

] Yes X No

Due Date:

- Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

Comm r's Signature:

| Date:
03-05-2009

| Command Suggestions for Statewide Improvement:

| Inspector’s Findings:

No discrepancies and/or deficiencies were noted during the inspection.

Page 2
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter: Chapter 3,
Truckee Valiey sehumiSgRiogram
Inspected by: Date: 74T
Sergeant Steve Bryan, #10527 | 12/02/2008

[ Commander's Response:

| Inspector's Comments:

Required Action

Corrective Action Plan/Timeline

No Corrective Action Plan needed.

CHP 680A (Rev. 08-08) OP1010




STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command. Division: Chapter: Chapter 3,

CONMMAND INSPECTION PROGRAM Truckee Valley X-Number Prografn

EXCEPTIONS DOCUMENT inspected by’ Date: =0~
Sergeant Steve Bryan, #10527 | 12/02/2008

Page 3

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

\ Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector’s Signature: Date:

Responding Commander's Signature (for appeal): Date:

CHP 680A (Rev 08-08) OP1010
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Command: Division: Number: Chapter 3,
DEPARTMERT OF lc:{:,mFORNlA HIGHWAY PATROL Truckee Valley E”tmhases
‘COMMAND INSPECTION PROGRAM Evaluated by: o
- ' 12/01/2008
INSPECTION CHECKLIST Seigeant Steve Byan #10527 ) 121
Chapter 3, Command Procurements OSS| Terri Fisher, A12351 12/01/2008
Purchases

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Excéptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector’s Signature;
(] Division Level Command Level () g ’
S A GT
[] Executive Office Level X Voluntary Self-Inspection Q‘/ ¢
Follow-up Required: SOHNENASnas f‘j‘t”’e: ¢ Date:
[] Yes No [J Follow-up Inspection _\j oy R\H’J— \) -9 \Q),.

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the )
command level familiar with the related policies and Yes | [JNo | []JN/A | Remarks:
procedures for purchasing?

2. Have Approvers/reviewers of purchases received ]
procurement training? KXIYes | [ONo |[[JN/A | Remarks:

3. Are prohibited items procured on CHP 43, Purchases _
Requisitions? [JYes | XINo | [JN/A | Remarks:

» Supplies for personally — owned equipment
e Commodities for personal use

e Confirming order

e Purchases via the internet

4. Are separate CHP 43s, Purchase Requisitions, _
prepared for commodity items obtainable from DI Yes | [JNo | [JN/A | Remarks:
different suppliers or from different statewide
commodity contracts?

5. Isall required information entered on the CHP 43, .
Purchase Requisition? Yes | [INo | [JN/A | Remarks:

6. Arethe CHP 43, Purchase Requisitions, numbered .
consecutively, starting anew at the beginning of each | [X] Yes | [JNo | [JN/A | Remarks:
fiscal year (July 1)?

7. Are expedited requests for the purchase of goods .
forwarded to the Assistant Commissioner, Staff, for X Yes | [INo | [JN/A | Remarks:

L approval?

CHP 680C (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTWIENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Purchases

Page 20f3

8. Do specialized items purchased contain the
appropriate Division, and/or OP| approvals?

X Yes

[JNo

CIN/A

Remarks:

9. Arethe CHP 43, Purchase Requisitions,
competitively bid?

X Yes

[ No

CIN/A

Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

Yes

I No

CIN/A

Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

[ Yes

I No

X N/A

Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

[ Yes

[ No

X N/A

Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

[ Yes

[ No

X N/A

Remarks:

14. Are items checked immediately for content and
damage when delivered?

X Yes

[ No

LIN/A

Remarks:

15. Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes

I No

CIN/A

Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

[ Yes

X No

LIN/A

Remarks:
The Freight and/or packing slips are
filed at the area.

17. Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes

I No

LIN/A

Remarks:

18. Is the original “received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

Yes

[] No

LINA

Remarks:

19. Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

X Yes

[ No

LIN/A

Remarks:

CHP 880C (Rev 08-08) OPI 010




Page 30of3
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases
F 20. Is Purchasing Services Unit (PSU) notified Remarke:
immediately by telephone, followed in writing either X Yes [ [ONo | [JN/A | Remarks:
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

21. Are open purchase orders periodically reviewed and Remarks:
investigated to ensure the orders are notopenedfor | X Yes | [INo | []N/A | Remarks:
an unreasonable length of time. (SAM 8422.0)

22. Are copies of the purchase requisitions and purchase Remarks:
orders maintained for three years after payment? Yes | [INo | [JN/A | Remarks:
(SCM Vol. 1I, Ch. 11, Topic 4)

23. Are decisions documented to create a paper trail Remarke:
documenting the basis of the decisions made forthe | [JYes | [INo | [XN/A | Remarks:
purchase? (SCM Vol Il Ch. 2, Topic 11)

24. Are purchase orders split to evade competitive ER—
bidding requirements or to circumvent the [JYes | XINo |[[JN/A | Remarks:

Department’s delegated purchase authority limits?
(Public Contracts Code Section 10329)
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter: Chapter 3,
Truckee Valley X-Number Program
Inspected by: Date;

Sergeant Steve Bryan, #10527

12/02/2008

INSTRUCTIONS: This documant shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Farward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION
(] Division Level Command Level

[] Executive Office Level

X Corrective Action Plan Included
[J Appeal Included
[0 Attachments Included

Forward to:

Follow-up Required:

Yes [ No

Due Date:

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

Commander's Signature:
‘Jg\c ' @v’v‘—

Date:

| Command Suggestions for Statewide Improvement:

| Inspector’s Findings:

No STD 21’s were located in the X-Number file for each vendor.

Page 2
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STATE OF CALIFORNIA Command: Division: Chapter: Chapter 3,

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Truckee Valley X-Number Program
COMMAND INSPECTION P M Inspected by: Date:
EXCEPTIONS DOCUMENT ROGRA Sergeant Steve Bryan, #10527 | 12/02/2008

[ Commander's Response: ]

The OSSI will obtain a STD 21, Drug Free Workplace Certification from each vendor and place them
into the respective file.

| Inspector's Comments: ]

Required Action

Corrective Action Plan/Timeline

The area’s OSSI has requested the STD 21’s and will place each into each vendors file.

No further action necessary.

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
) .
Command: Division: Chapter: Chapter 3,
Truckee Valley X-Number Program
Inspected by: Date:
Page 3 Sergeant Steve Bryan, #10527 | 12/02/2008

Commander’s Basis for Appeal:

l Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector’s Signature: Date: '

Responding Commander's Signature (for appeal): Date: ‘

CHP 680A (Rev. 09-08) OP| 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number: Chapter 3,
COMMAND INSPECTION PROGRAM | Truckee Valley X-Number Program

INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1of2

Evaluated by:
Sergeant Steve Bryan, #10527 | 12/02/2008

Date:

Assisted by:

| 0SS! Terri Fisher, #A12351

Date:

12/02/2008

INSTRUCTIONS: Answer individual items with "Yes" or
applicable legal statues, or deficiencies noted in the insp
discrepancies and/or deficiencies shall be documented
Furthermore, the Exceptions Document shall include any follow-
Inspection, the "Follow-

“No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
ections shall be commented on via the "Remarks” section. Additionally, such
on an Exceptions Document and addressed to the next level of command.

up and/or corrective action(s) taken. If this form is used as a Follow-up
up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

For applicable policy, refer to: HPM 11.1, Chapter 23

[] Division Level X Command Level (/ ﬁ ‘ g(,-. =
A B AN R
[1 Executive Office Level Voluntary Self-Inspection = ! | /" A Q
Follow-up Required: L Follow-up Inspection C°mma”d7ﬁha‘“'e¢ Date:
[]Yes [ 1No ALy /2 —7~Of-

1. Are multiple X Numbers awarded to the same vendor _
to circumvent the $4,999 contract limit? [ Yes No |[JN/A | Remarks:

2. Does all X Number file documentation contain the .

STD. 204 Payee Data Record? K Yes | [ONo |[JN/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or ) —— )
landscaping) have prior approval from the Business | X Yes | [INo | [JN/A er';zrrﬁi'nggrt‘;rri‘ﬁt;h?:rgcﬁtf’:sw'ces
Services Section commander? Section.

4. Are X Number requests made prior to the date the _
services are performed? Yes | [ONo | [JN/A | Remarks: Unless an emergency.

5. Are X Numbers issued for a one-time use? _

Yes D No D N/A Remarks:

6. Are prohibited services performed using an X )
Number? [ Yes No | [JN/A | Remarks:

7. Are X Numbers used for the procurement of a _
service and not the purchase of a commodity? Xl Yes | [INo |[JN/A | Remarks:

8. Are X Numbers issued for telecommunications _
related services pre-approved by Yes | (ONo |[JNA ggmﬂzf]};;{iiﬂ:eéteeniel’ry VEISEPH (i0F
Telecommunications Section? '

9. Do X Numbers used for facilities related services _

(such as roof repair, electrical) costing over $1,000 KYes | [JNo |[[JN/A | Remarks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual R , _
agreements have prior approval by the appropriate Ovyes | [ONo | XINA ;ftmh:”a‘g;:\f;',‘:es SEEtiEnS Stak

L Assistant Commissioner? '

CHP 680E (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

X-Number Program

Page 20of2

11. Do all X Numbers awarded to a non-small business

vendor contain three price quotations? Yes | [JNo |[OJN/A | Remarks:

12. Do all X Numbers awarded to a small business Remarks:
vendor contain the small business certification from Xl Yes | [JNo | [NA | Remarks:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 B maries oS Bk TeorTie
Drug Free workplace certification for X Number [Oyes | XINo |[N/A | Remarks: :
vendors?

14. Do emergency service X Numbers document and —
justify the emergency? Yes | [ONo | [JN/A | Remarks

15. Is the itemized invoice for each X Number service Remarle:
maintained in the command’s files? Yes | [JNo |[JN/A | Remarks:

CHP 680E (Rev. 09-08) OPi 010
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STATE OF CALIFORNIA

ATAY Lii\lf

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INS,PECTION PROGRAM

Command: Division: ptary—
Tracy Valiey L#N i
Inspected by: Date:
Karen Williamson, #A06244 11/20/08

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriat
number of the inspection in the Chapter Inspection number. Under
shall be routed to and its due date. This document shall be utilized

improvement, identified deficiencies, corrective action plans, and may be used to ap

additional space is required.

e boxes as necessary, or fill in the blanks as indicated. Enter the chapter
“Forward to:" enter the next level of command where the document
to document innovative practices, suggestions for statewide

peal findings. A CHP 51 Memorandum may be used if

TYPE OF INSPECTION
[] Division Level Command Level

] Executive Office Level

[] Corrective Action Plan Included
] Appeal Included
[] Attachments Included

Forward to:
Valley Division

Follow-up Required:

[Oyes

N Due Date: 12/31/08__

Inspector's Comments Regarding Innovative Practices:

Commander's Signature: Date:

3/4/09

None.

[ Command Suggestions for Statewide Improvement:

None.

[ Inspector’s Findings:

In response to a Comm-Net Message dated September 22, 2008, the Tracy Area conducted a
comprehensive evaluation of the Command’s procurements to ensure compliance with departmental

policy. No discrepancies were noted.

The following documents were completed as part of this inspection:

» Exceptions Document

« Command Procurements Cal-Card Program Inspection Checklist

« Command Procurements Contracts Inspection
+ Command Procurements Purchases Checklist

Checklist

« Command X-Number Program Inspection Checklist

CHP 680A (Rev, 09-08) OP1010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division: Chapter:
Tracy Valley 3

Inspected by: Date:
Karen Williamson, #A06244 11/20/08

I Commander’'s Response:

[ Inspector's Comments:

equired Action

Corrective Action Plan/Timeline

N/A

CHP 680A (Rev. 09-08) OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMARMD INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:
Tracy Division 3

Inspected by: Date:
Karen Williamson, #A06244 11/20/08

Page 3

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

N/A

| Appeal Review/Decision: (This shall be the only level of appeal).

N/A

P .
Lead Inspector's Signature! 7 /3.4 o e Date:
7 :’ﬁ'f ¥ ‘;.»36’54759?»' 3/4/09
Responding Commander’s Signature (fof‘;;(ppeal): Date:
’ /

CHP 680A (Rev 09-08) OP1010
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Y i
STATE OF CALIFORNIA v {.) |

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL . - — e
COMMAND INSPECTION PROGRAM | 1RACY VALLEY el B
INSPECTION CHECKLIST Evaluated by Date:
Chapter 3, Command Procurements KAREN WILLIAMSON 11/20/2008
Cal-Card Program
Assisted by: Date:
11/20/2008

INSTRUCTIONS: Answer individual items with “Yes” or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
[] Division Level Xl Command Level (_/
(] Executive Office Level (] voluntary Self-Inspection
- i i | - i Commander's Signature: Date:
Follow-up Relred. (I Follow-up Inspection ~ aaits
[]Yes No | W Bor M. hesanz

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal- .
Card program completing the CHP 78S, Conflictof | [XI Yes | [JNo | [JN/A | Remarks:

Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications '
maintained within the Cal Card command file for Yes | [INo | [JN/A | Remarks:

each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained

in the Cal Card command file for each vendor X Yes | [INo |[JN/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board .
Form 74 documents maintained for each vendor Yes | [INo | [JN/A | Remarks:
utilized?

5. [f the vendoris a small business or DVBE is utilized, _
is the certification letter from the Department of X Yes | [INo |[JN/A | Remarks:

General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and '
reasonable method documented and properly X Yes | [INo |[JN/A | Remarks:

justified?

7. Are purchases split into multiple transactions in order _
to circumvent transaction purchase limits? [JYes | XINo | [JN/A | Remarks:

8 Does the CHP 317 Cal Card Log fully describe the ‘
purchase? X Yes | [INo |[JN/A | Remarks:

9. Are bank statements reconciled with the CHP 317 '
Cal Card Log and the receipts/invoices? X Yes | [ONo |[JNA | Remarks:

CHP 680D (Rev 09-08) OFP1 010



Page 20f2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
10. Is the CHP 317 Cal Card Log properly authorized s:
and maintained? X Yes | [INo |[JN/A | Remarks:
11. Are credit invoices/receipts for returned items _
maintained with the bank statement? X Yes | [JNo |[JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices .
document the purchase by listing the commodity, X Yes | [ONo |[IN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? _
X Yes | [INo |[JN/A | Remarks:
14. Are Cal Card purchases pre-approved by the _
commander? Yes | [JNo |[JN/A | Remarks:
15. Have all cardholders received training on the ‘s
Department's procurement processes? X Yes | [JNo |[JN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited -
by departmental policy? [JYes | X No |[JNA | Remarks:

CHP 680D (Rev 09-08) OP) 010
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: DRILSLIEF\\( Number:
COMMAND INSPECTION PROGRAM EEA%V Y 20U
vaiuate : .
INSPECTION CHECKLIST KAREN WILLIAMSON 11/20/2008
Chapter 3, Command Procurements Assisted by: Date:
Contracts 11/20/2008

INSTRUCTIONS: Answer individual items with “Yes"” or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

[1 Division Level Command Level L{ 'ZJM
[] Executive Office Level (] Voluntary Self-Inspection
N i - i i Commander's Signature: Date
Follow-up Required: [J Follow-up Inspection 11/20/2008:

[ ]Yes [ ] No

VA e g day N P 44 PEn.z

For applicable policy, refer to: HPM 11.1, Chapter 22

1. Isa CHP 78 Contract Request used to initiate all )
service contracts which are repetitive, regardless of Yes | [JNo |[INA ggﬂ?rﬁzgfg‘ggéAEﬂROL
the estimated dollar valug? VEHIGCLES/EVIDENCE TOWS

2. Isa CHP 78 Contract Request used for one-time = = NOTEPEUICEELE FoR

i i N emarks:
services exceeding $4,999.99? [dYes | [No N/A | TRACY AREA

3. Is the Office of Primary Interest (OPI) tracking _
numbering beginning with the requesting command X vYes | [JNo |[JN/A | Remarks:
three-digit location code used, followed by "CP" for
contract payable listed on the CHP 787

4. s the performance of contract services monitored )
and documented? Yes | [ONo | [JN/A | Remarks:

5. Are all copies of correspondence with the vendor ]
maintained? X Yes | [INo |[JN/A | Remarks:

6. Are letters for contracts documented and maintained _
which outline any problems related to substandard or | [X] Yes | []No | [JN/A | Remarks:
non-performance of the vendor?

7. lIsthe final product to be delivered described _
specifically and in as much detail as possible in the X Yes | [JNo | []N/A | Remarks:

CHP 787

8. Areall required levels of approval/signature obtained, .
including the required documentation and approvals | X Yes | [JNo | []JN/A | Remarks:
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7?

CHP 6B0F (Rev 09-08) OP1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page 2 0of 4

9.

Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

] Yes

[J No

N/A

Remarks: NOT APPLICABLE TO
TRACY AREA.

10.

Is all work completed and accepted by the
Department before expiration of contract agreement?

Yes

[ No

CINA

Remarks:

11.

Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

X Yes

I No

CINA

Remarks:

12.

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

Yes

[ITNo

LINA

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes

[INo

LINA

Remarks:

14,

Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes

[ No

C1N/A

Remarks:

15.

Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

I No

CINA

Remarks:

16.

Are all applicable form sections of the CHP 78
completed?

Yes

[INo

LI N/A

Remarks:

17

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

[JYes

[INo

N/A

Remarks: NOT APPLICABLE TO
TRACY AREA

18.

Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
tnterest Statement, Employee, form?

X Yes

[JNo

LIN/A

Remarks:

19.

Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

X Yes

[T No

CINA

Remarks:

20.

Are contract amendment request dollar amounts
increased more than 30%7?

[JYes

[JNo

X N/A

Remarks:NOT APPLICABLE TO
TRACY AREA

CHP 6BOF (Rev 09-08) OPi 010
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STATE OF CALIFORNIA
DEPARTMENT OF, CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
21. Is the length of the contract amendment request Remarks:
more than one year? X Yes | [ONo |[JN/A | Remars
22. Are amendments requested before the expiration of )
the original contract? CYes | [ONo | X NA $§2§[}‘iggg UL TS
23. Is a service contract on a CHP 78, Contract Request _
initiated for any commercial meeting/conference [JYes | [INo N/A $;28¢‘5;\R"£_T APPLICABLE TO
room rental which is expected to exceed $4,999.99 in
total cost?
24. Do conference room rental costs exceeding the $500 )
per day limit have pre-approval from Assistant (Jyes | [INo N/A ?g;’g:'(‘iggJAPPUCABLE h
Commissioner, Staff?
25. Are California Department of Justice (DOJ) and
L - Remarks: FOR TOW TRUCK
Federal Bureau of Investigation (FB!) fingerprint MXYes | (ONo |[JN/A & ofinrdeTsl
checks and driver license checks conducted for all of
the following types of agreements:
(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)
(4) Janitorial Services
(5) Consulting Services
26. Is a driver license check conducted for, but not
e . ' : Remarks: OUR BUILDING IS
limited to, all of the following types of agreements, if [dyes | [JNo | X N/A e o el AE
the contractor and/or specifically assigned personnel TRACY AREA.

are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

13) Painting Services (interior of facility)

4) Plumbing Services

5) Scale Maintenance and Repair

6) Steam Cleaning Services (Carpet, not scales)

7)

8)

Telephone Services (cellular, satellite, and regular)
Television Equipment Maintenance and Repair

(
(
(
(
(
(
(19)Uninterruptible Power Supply Maintenance and Repair

1
1
1
1
1
1

CHP 680F {(Rev 09-08) OP! 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

CONMMAND INSPECTION PROGRAM

Page 4 of 4

Ch. 4, Section 4.09)

CHP 680F (Rev 09-08) OP! 010

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
27. Are all driver license and fingerprint information .
forwarded to Contract Services Unit (CSU), along (dyes | K No | [JNA E?rzgg L’é@%ﬁ“ﬁgﬂ?’gﬁ il
with the contract number for retention after COMPANY CONTRACT.
Commander review?
28. Is CSU advised by the command to determine if e
adverse information discovered is grounds for X Yes | [ONo |[JN/A | Remarks:
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?
29. Are all invoices, records, and relevant documentation -
maintained for three years after the final paymentof | X Yes | [JNo | [JN/A | Remarks:
the contract?
30. Is alog sheet maintained for a diary of activities R s
related to the contract? X Yes | [JNo | []N/A | Temarks:
31. Is a compulter file prepared for all contracts s
administered? X Yes (INo | [ N/A Remarks:
32. |s a spreadsheet prepared listing all expenditures? .
[Jves | [INo N/A $;22¢5AF2\1€; APPLICABLE TO
33. Is the notification to the contractor documented for R -
the start date for services to begin? K Yes | [DNo |[]N/A | Femars.
34. Is the contractor contacted to determine if all invoices s
have been received in order to oversee the XIYes | [INo |[JN/A |Remarks:
completion of the contract?
35. Do consultant services contracts of $1,000 or more .
contain detailed performance criteria and a schedule | []Yes | [ No N/A ?;Egi‘iggg APPLICABLE TO
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1) .
| 36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts? [(JYes | [(INo | N/A ?gzé:};iR'\égT &FEEICASEERIS
(SCM Vol. I, Ch. 3, Section 3.02.5)
37. Does Contract work only begin after approval of the s
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) Yes | [INo |[JN/A | Remarks:
38. Are the requirements for Government Code Section '
19130 (a) or (b) documented and justified for [IYes | [INo |[X NA ?;Eg?;ig\gf REFLIEREEETE
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)
39. Are any contract payments made prior to the final .
approval and execution of the contract? (SCM Vol. I, | [] Yes l XK No | [NA gg”,\“ﬂaFIZEYAREA 15 L S0) S TOY
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page

10f3

Command; TRACY Division: VALLEY Number:

Evaluated by: KAREN WILLIAMSON

Date: 11/20/2008

Assisted by:

Date: 11/20/2008

INSTRUCTIONS: Answer individual items with "Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

[]Yes []No [ Follow-up Inspection

] Division Level [X] Command Level W
A
[] Executive Office Level [] Voluntary Self-Inspection )
- i . Commander's Signature: Date:
Follow-up Required: oy

y ?mxm 'G)f H. Lz =

For applicable policy, refer to: HPM 11.2, Chapter 7

1.

Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

X] Yes D No D N/A Remarks:

consecutively, starting anew at the beginning of each
fiscal year (July 1)?

2. Have Approvers/reviewers of purchases received .
procurement training? X Yes | [ONo |[JN/A | Remarks:
3. Are prohibited items procured on CHP 43, Purchases .
Requisitions? [JvYes | XINo | []N/A | Remarks:
e Supplies for personally — owned equipment
e Commodities for personal use
e Confirming order
e Purchases via the internet
4. Are separate CHP 43s, Purchase Requisitions, .
prepared for commodity items obtainable from X Yes | [INo |[JN/A | Remarks:
different suppliers or from different statewide '
commodity contracts?
5. Is all required information entered on the CHP 43, _
Purchase Requisition? X Yes | [INo |[JN/A | Remarks:
6. Are the CHP 43, Purchase Requisitions, numbered

& Yes D No D N/A Remarks:

7. Af(ﬁib—edited requests for the purchase of goods

forwarded to the Assistant Commissioner, Staff, for
approval?

Y4 Remarks: CHP 43'S ARE SENT TO
[dyes | XINo | LINA | (R EY DIVISION FROM AREA

LEVEL FIRST.

CHP 680C (Rev 038-08) OPI1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 20f3

8.

Do specialized items purchased contain the
appropriate Division, and/or OPI approvals?

X Yes

I No

CIN/A

Remarks:

9.

Are the CHP 43, Purchase Requisitions,
competitively bid?

Yes

I No

CINA

Remarks:

10. Does the CHP 315, Price Comparison Worksheet,

document at least two price quotations?

Yes

[ No

CINIA

Remarks:

11. Are Limited Competitive Bidding purchase requests

that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

[ Yes

I No

X N/A

Remarks: NOT APPLICABLE TO
TRACY AREA LEVEL.

12. Are Limited Competitive Bidding purchase requests

for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

[]Yes

[ No

X N/A

Remarks: NOT APPLICABLE TO
TRACY AREA LEVEL.

13. Do Non-Competitive Bid (NCB) purchase requests

contain the NCB justification and NCB Corrective
Action Plan documents?

[]Yes

I No

N/A

Remarks: NOT APPLICABLE TO
TRACY AREA LEVEL.

14. Are items checked immediately for content and

damage when delivered?

X Yes

1 No

LI NA

Remarks:

15. Is the “received copy" of the purchase order

approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes

[1No

] N/A

Remarks:

16. Are freight and/or packing slips attached to the

received copy of the purchase order and sent to
FMS?

X Yes

[ ] No

L1N/A

Remarks:

17. 1s FMS provided a photocopy of the purchase order

and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes

[INo

CIN/A

Remarks:

ﬁ—l_s_th?a_oﬁginal "received copy” retained by the

command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes

[ INo

[ N/A

Remarks:

19. Are Damaged items delivered by common carrier

acknowledged on the freight bill by the carrier’'s driver
before being accepted?

X Yes

[JNo

LI N/A

Remarks:

CHP 680C (Rev 03-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases
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20. Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by @ memorandum or e-mail, requesting canceliation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes

I No

CIN/A

Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes

[T No

CIN/A

Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. I, Ch. 11, Topic 4)

X Yes

I No

CIN/A

Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

Yes

[ No

CIN/A

Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department’s delegated purchase authority limits?
(Public Contracts Code Section 10329)

] Yes

X No

LINA

Remarks:
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number: —‘
COMMAND INSPECTION PROGRAM TRACK sl skl
INSPECTION CHECKLIST ¥ E o e '

Chapter 3, Command Procurements 2&]":;&;’:’:Whlte 3312:20/08
X-Number Program Karen Williamson 11/20/08

Page 10f 2

INSTRUCTIONS: Answer individual items with “Yes" or
applicable legal statues, or deficiencies

“No" answers, or fill in the blanks as indica
noted in the inspections shall be commented on via the
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addres
Furthermore, the Exceptions Document shall include an
Inspection, the "Follow-up Inspection” box shall be mark

y follow-up and/or corrective action(s) ta
ed and only deficient items need to be r

ted. Any discrepancies with policy,

‘Remarks" section. Additionally, such

sed to the next level of command.
ken. If this form is used as a Follow-up
e-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

[1 Division Level X| Command Level ,,J -
ST 2] 1320
[] Executive Office Level ] Voluntary Self-Inspection T’
FOHOW—up Required: D Follow—up Inspection Commander's Signature: Date:

[]Yes [ INo

%&3\\——%[ M\:ﬁa\lw\c n /14—/290 9

For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor _
to circumvent the $4,999 contract limit? [1 Yes No | [JN/A | Remarks:

2. Does all X Number file documentation contain the _
STD. 204 Payee Data Record? XlYes | [INo |[JN/A | Remarks:

3. Do X Numbers requiring a contract (i.é., janitorial or )
landscaping) have prior approval from the Business Yes | [INo |[[JN/A | Remarks:
Services Section commander?

4. Are X Number requests made prior to the date the )
services are performed? XIYes | [JNo | [JN/A | Remarks:

5. Are X Numbers issued for a one-time use? .

IZ Yes D No D N/A Remarks:

6. Are prohibited services performed using an X '
Number? (] Yes No | [JN/A | Remarks:

7. Are X Numbers used for the procurement of a .
service and not the purchase of a commodity? Yes | [INo |[JN/A | Remarks:

8. Are X Numbers issued for telecommunications _
related services pre-approved by DIYes | [ONo |[JNA | Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services ' -
(such as roof repair, electrical) costing over $1,000 Yes | [INo | [JN/A | Remarks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual '
agreements have prior approval by the appropriate BdYes | [JNo |[JN/A | Remarks:

Assistant Commissioner?
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program
i 11. Do all X Numbers awarded to a non-small business Rorgariis:
vendor contain three price quotations? Yes [ [JNo |[JN/A | Remarks:
12. Do all X Numbers awarded to a small business Remarks:
vendor contain the small business certification from Yes | [JNo | [JN/A | Remarks:
the Department of General Services (DGS)?
13. Does the file documentation contain the STD. 21 Remanks:
Drug Free workplace certification for X Number Yes | [JNo | [JN/A | Remarks:
vendors?
14. Do emergency service X Numbers document and S
justify the emergency? X Yes | [JNo |[JN/A | Remarks:
15. Is the itemized invoice for each X Number service R
maintained in the command's files? Yes | [JNo |[JN/A | Remarks:
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STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT GF CALIFORNIA HIGHWAY PATROL Stockton Valley SD ;
COMMAND INSPECTION PROGRAM Inspected by: it

Lieutenant Tim Port, #10215 12/24/08
EXCEPTIONS DOCUMENT ' ‘

INSTRUCTIONS: This document shall be typed. Check appropriate
number of the inspection in the Chapter Inspection number. Under “Forward to:
shall be routed to and its due date. This document shall be utilized to document innovative practic
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings.

additional space is required.

boxes as necessary, or fill in the blanks as indicated. Enter the chapter
" anter the next level of command where the document

es, suggestions for statewide

A CHP 51 Memorandum may be used if

TYPE OF INSPECTION [] Corrective Action Plan Included
(] Division Level Command Level [J Appeal Included
[J Executive Office Level [] Attachments Included
Date:

Forward to: Commander's Signature:

Follow-up Required: Valley Division

[ Yes X No

1/5/09

Due Date: 12/31/08__

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

None.

| Command Suggestions for Statewide Improvement:

None.

[ Inspector’s Findings:

In response to a Comm-Net Message dated September 22, 2008, the Stockton Area conducted a
comprehensive evaluation of the Command’s procurements to ensure compliance with departmental
policy. No discrepancies were noted.

/
The following documents were completed as part of this inspection:

» Exceptions Document
« Command Procurements Cal-Card Program Inspection Checklist

« Command Procurements Contracts Inspection Checklist
« Command Procurements Purchases Checklist
« Command X-Number Program Inspection Checklist
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division: Chapter:
Stockton Valley 3

Inspected by: Date:
Lieutenant Tim Port, #10215 12/24/08

[ Commander's Response:

| Inspector's Comments:

e uired Action :

Corrective Action Plan/Timeline

N/A
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STATE OF CALIFORNIA
DEPARTMENT OF CAIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command: Division: Chapter:
Stockton Division 3

Inspected by: Date:
Lieutenant Tim Port, #10215 12/24/08

Appeal'Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

N/A

[ Appeal Review/Decision: (This shall be the only level of appeal).

N/A

/)"I !ﬂ 4 -7
Lead Inspector's Signature;/” ,."/‘/-5,;?&' ;S Date:
//_/ 7 ,f;;,-/g,f@;;—~- 1/5/09
Date:

Responding Commander's Signature ‘¢for 'afﬁp?"alj: )
/
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL — — T A Y :) /
COMMAND INSPECTION PROGRAM | s | oes | Uhiioy CU Y
INSPECTION CHECKLIST Evaluated by: Date: o=
Chapter 3, Command Procurements Lt. Larry Chambers 02-01-09
Cal-Card Program Assisted by: Date:

Annette Lawton

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:

[] Division Level X Command Level

[] Executive Office Level ] Voluntary Self-Inspection dﬁ) C/(/b} /—T.

Follow-up Required: ] Follow-up Inspection | C nder's Signatgre: Date d
Yes X No ;m 7 / _') (ﬂ

-

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of X Yes CONo |[INA

Interest Statement, Employee, form?

Remarks:

2. Are STD. 21 Drug Free Workplace certifications _
maintained within the Cal Card command file for X Yes [JNo |[JN/A | Remarks:

each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor [INo | JNA
utilized? XYes

Remarks:

4. Are California Integrated Waste Management Board .
Form 74 documents maintained for each vendor X Yes [JNo |[JN/A | Remarks:

utilized?

5. If the vendor is a small business or DVBE is utilized, _
is the certification letter from the Department of [INo |[JN/A | Remarks:
General Services maintained in the file? X Yes

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly X Yes [INo | CIN/A

justified?

Remarks:

7. Are purchases split into multiple transactions in order _
to circumvent transaction purchase limits? [IYes | X No |[1N/A | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the _
purchase? XYes | No I N/A | Remarks:

9. Are bank statements reconciled with the CHP 317 _
Cal Card Log and the receipts/invoices? X Yes CINo | [JN/A | Remarks:
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INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program 3
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10. Is the CHP 317 Cal Card Log properly authorized
and maintained?

XYes

] No

I N/A

Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement?

X Yes

I No

CIN/A

Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes

[] No

CIN/A

Remarks:

13. Are Cal Cards maintained in a secure area?

X Yes

[] No

CIN/A

Remarks:

14. Are Cal Card purchases pre-approved by the
commander?

X Yes

[CI No

CIN/A

Remarks:

15. Have all cardholders received training on the
Department's procurement processes?

X Yes

[J No

LI N/A

Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy?

] Yes

X No

CIN/A

Remarks:

CHP 680D (Rev 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 10f4

Command: Division: Number:
Stockton - 265 | Valley

Evaluated by: Date:

Lt. Larry Chambers . | 02-01-09
Assisted by: Date:
Annette Lawton

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

[T] Division Level X Command Level
Executive Office Level Voluntary Self-Inspection OA

[ n d . — A= Loa .
Follow-up Required: LI Follow-up Inspection

[]Yes X No

5110

5J004

For applicable policy, refer to: HPM 11.1, Chapter 22

1.

s a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

X Yes

[ No

CIN/A

Remarks:

Is a CHP 78 Contract Request used for one-time
services exceeding $4,999.997

XYes

[T No

LI N/A

Remarks: Administered through the
Facilities Section

Is the Office of Primary Interest (OPI) tracking
numbering beginning with the requesting command
three-digit location code used, followed by “CP” for
contract pavable listed on the CHP 787

[] Yes

[1No

X N/A

Remarks: CSU

Is the performance of contract services monitored
and documented?

X Yes

] No

LIN/A

Remarks:

Are all copies of correspondence with the vendor
maintained?

X Yes

1 No

LIN/A

Remarks:

Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

X Yes

] No

LIN/A

Remarks:

Is the final product to be delivered described
specifically and in as much detail as possible in the
CHP 787

X Yes

[INo

LIN/A

Remarks:

Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7

X Yes

I No

L1 N/A

Remarks:
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9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

X Yes

I No

CIN/A

Remarks:

10. Is all work completed and accepted by the
Department before expiration of contract agreement?

X Yes

(1 No

CIN/A

Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

X Yes

I No

CIN/A

Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penaities being assessed?

XYes

[ No

CIN/A

Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes

I No

CIN/A

Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes

[INo

CIN/A

Remarks:

15. Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

XYes

[ No

CIN/A

Remarks:

16. Are all applicable form sections of the CHP 78
completed?

XYes

[ No

LI N/A

Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes

[ No

LIN/A

Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

X Yes

(] No

LI N/A

Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

X Yes

[T No

LIN/A

Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%7?

[] Yes

X No

CIN/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page 3of4

21. Is the length of the contract amendment request

more than one year? [JYes | XNo |[JN/A | Remarks:

22. Are amendments requested before the expiration of S
the original contract? XYes [INo | [CJN/A | Remarks:

23. Is a service contract on a CHP 78, Contract Request -
initiated for any commercial meeting/conference [dYes | [INo | XN/A | o o er used this iype of
room rental which is expected to exceed $4,999.99 in service.
total cost?

24. Do conference room rental costs exceeding the $500 —
per day limit have pre-approval from Assistant [Jyes | [JNo [ XN/A emarks:
Commissioner, Staff?

25. Are California Department of Justice (DOJ) and Remarks: Area does not h
Federal Bureau of Investigation (FBI) fingerprint Yes [(INo | XN/A utﬁ:‘z’:'arf;, et slinier
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

26. Is a driver license check conducted for, but not —
limited to, all of the following types of agreements,if | XYes | [JNo | [JN/A | Remarks:

the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(8) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)

(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equiprment Maintenance and Repair
(

19)Uninterruptible Power Supply Maintenance and Repair

CHP 680F (Rev. 09-08) OP1010
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27.

Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

X Yes

[ No

CIN/A

Remarks:

28.

ls CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

X Yes

[ No

I N/A

Remarks:

29.

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes

] No

LI N/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

X Yes

No

CIN/A

Remarks:

31.

Is a computer file prepared for all contracts
administered?

[] Yes

X No

CIN/A

Remarks: CSU

32.

Is a spreadsheet prepared listing all expenditures?

X Yes

[T No

CIN/A

Remarks:

33.

Is the notification to the contractor documented for
the start date for services to begin?

X Yes

[ No

LI NA

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes

[INo

CIN/A

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

[]Yes

] No

X N/A

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. I, Ch. 3, Section 3.02.5)

[] Yes

1 No

X N/A

Remarks: CSU

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

X Yes

[] No

(] N/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

(] Yes

[T No

X N/A

Remarks:

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |,
Ch. 4, Section 4.09)

(] Yes

[ ] No

X N/A

Remarks; CSU
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Command: Division: Number:
FOR
I:S)Eg;i%;izcr\/?rl_ IOF C,mFORNIA HIGHWAY PATROL Stockton — 265 | Valley -
COMMAND INSPECTION PROGRAM Speinatatiog ate:
INSPECTION CHECKLIST pLLaiy Chambers p20109
Chapter 3, Cornmand Procurements Annette Lawton
Purchases

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

[ TYPE OF INSPECTION Lead Inspector's Signature:
[] Division Level X Command Level

[ Executive Office Level [J Voluntary Self-Inspection Oﬂv‘_\ (/(.,(/3 /LT

Follow-up Required: . Corfmander's Signatups: Date:
[]Yes x No ] Follow-up Inspection %} B-) ’ &jlol/m

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the

command level familiar with the related policies and XYes | [INo |[JN/A | Remarks:
procedures for purchasing?
2. Have Approvers/reviewers of purchases received '
procurement training? X Yes O No | [JN/A | Remarks:
3. Are prohibited items procured on CHP 43, Purchases )
Requisitions? [JYes | XNo |[JN/A | Remarks:

»  Supplies for personally — owned equipment
Commodities for personal use

Confirming order

e Purchases via the internet

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from X Yes [ONo | J N/A | Remarks:
different suppliers or from different statewide
commodity contracts?

5. Is all required information entered on the CHP 43,

Purchase Requisition? X Yes [INo | [JN/A | Remarks:

6. Arethe CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each | X Yes [(INo |[INA

fiscal year (July 1)?

Remarks:

7. Are expedited requests for the purchase of goods

forwarded to the Assistant Commissioner, Staff, for X Yes [JNo | [JN/A | Remarks: Only after Division
[? approval. For Field Equipment
SEPIOVET Emergencies

Etc;
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8.

Do specialized items purchased contain the
appropriate Division, and/or OPI approvals?

X Yes

I No

LIN/A

Remarks:

Are the CHP 43, Purchase Requisitions,
competitively bid?

X Yes

I No

LI N/A

Remarks:

10.

Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

X Yes

[INo

LI N/A

Remarks:

11.

Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

X Yes

I No

CINA

Remarks:

12.

Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

X Yes

1 No

CIN/A

Remarks:

13.

Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

X Yes

I No

LIN/A

Remarks:

14.

Are items checked immediately for content and
damage when delivered?

X Yes

[ No

LIN/A

Remarks:

15.

Is the "received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes

[T No

L] N/A

Remarks:

16.

Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes

[INo

CIN/A

Remarks:

17.

Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes

[JNo

CIN/A

Remarks:

18.

Is the original "received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes

I No

CIN/A

Remarks:

19.

Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver

before being accepted?

X Yes

[T No

LI N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Cornmand Procurements
Purchases

20. Is Purchasing Services Unit (PSU) notified Bomaris:
immediately by telephone, followed in writing either XYes | [JNo |[JN/A | Remarks:
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

21. Are open purchase orders periodically reviewed and S——
investigated to ensure the orders are not opened for | XYes | [ No |[JN/A | Remarks:
an unreasonable length of time. (SAM 8422.0)

22. Are copies of the purchase requisitions and purchase Remarks:
orders maintained for three years after payment? XYes | [JNo |[JN/A | Remarks:
(SCM Vol. Il, Ch. 11, Topic 4)

23. Are decisions documented to create a paper trail o cs:
documenting the basis of the decisions made forthe | X Yes | [ No [ [JN/A | Remarks:
purchase? (SCM Vol Il Ch. 2, Topic 11)

24. Are purchase orders split to evade competitive -
bidding requirements or to circumvent the Yes X No | [JN/A | Remarks:

Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division:; . Number:
COMMAND INSPECTION PROGRAM ESt?CtkEobn 265 | VALLEY -
INSPECTION CHECKLIST valL o) ate:

Chapter 3, Command Procurements lgstéis'!;lg?)y!’ort g ié :24/ 2008
X-Number Proqram ' \ :

INSTRUCTIONS: Answer individual items with "Yes” or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

FTYPE OF INSPECTION Lead Inspector's Signature:

[] Division Level X] Command Level
L] Executive Office Level [ Voluntary Self-Inspection —@

Follow-up Required: ] Follow-up Inspection @m Date:
[]Yes X No L de/f//é/ , /5707

For applicable policy, refer to: HPM 11.1, Chapter 23 (

1. Are multiple X Numbers awarded to the same vendor '
to circumvent the $4,999 contract limit? [IYes | X No |[]JN/A | Remarks:

2. Does all X Number file documentation contain the ,
STD. 204 Payee Data Record? X Yes | [ONo |[JN/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or _
landscaping) have prior approval from the Business Yes | [INo |[[]N/A | Remarks:

Services Section commander?

4. Are X Number requests made prior to the date the _
services are performed? X Yes | [ONo |[JN/A | Remarks:

5. Are X Numbers issued for a one-time use?

|Z Yes D No I:I N/A Remarks:
6. Are prohibited services performed using an X ]
Number? ClYes | XINo |[JN/A | Remarks:

7. Are X Numbers used for the procurement of a '
service and not the purchase of a commodity? X Yes | [JNo |[JN/A | Remarks:

8. Are X Numbers issued for telecommunications _
related services pre-approved by X Yes | [ONo |[JN/A | Remarks:

Telecommunications Section?

9. Do X Numbers used for facilities related services ks
(such as roof repair, electrical) costing over $1,000 Yes | [INo |[]N/A | Remarks:

have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate Yes [(INo |[IN/A

Assistant Commissioner?

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program :

11. Do all X Numbers awarded to a non-small business R
vendor contain three price quotations? X Yes | [(JNo | [JN/A | Remarks:

12. Do all X Numbers awarded to a small business HR e

» vendor contain the small business certification from X Yes | [ONo | [JN/A | Remarks:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 Remarks:
Drug Free workplace certification for X Number Yes | [JNo | [JN/A | Remarks:
vendors?

14. Do emergency service X Numbers document and Semarfis:
justify the emergency? X Yes | [ONo | [JN/A | Remarks:

15. Is the itemized invoice for each X Number service A
maintained in the command's files? X Yes | [INo | [JN/A | Remarks:
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STATE OF CALIFORNIA Command; Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL South Sac Valley 1; ,
COMMAND INSPECTION PROGRAM inspected by.

Captain A. R. Jones, #11718 12/3/08
EXCEPTIONS DOCUMENT A nes

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed fo and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION ] Corrective Action Plan Included
L -
[C] Division Level Command Level [] Appeal Included

[] Executive Office Level

O Attachments Included

Forward to: Date:

Foliow-up Required: Valley Division

] Yes X No

12/3/08

Due Date: 12/31/08__

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

None.

[ Command Suggestions for Statewide Improvement:

None.

| Inspector’s Findings:

In response to a Comm-Net Message dated September 22, 2008, the South Sacramento Area
conducted a comprehensive evaluation of the Command'’s procurements to ensure compliance with

departmental policy. No discrepancies were noted.
The following documents were completed as part of this inspection:

e Exceptions Document

» Command Procurements Cal-Card Program Inspection Checklist
« Command Procurements Contracts Inspection Checklist

« Command Procurements Purchases Checklist

« Command X-Number Program Inspection Checklist
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division: Chapter:
South Sac Valley 3
Inspected by: Date:
Captain A. R. Jones, #11718 12/3/08

[ Commander's Response:

[ Inspector’s Comments:

uired Action

Corrective Action Plan/Timeline

N/A
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Appeal Process: (Appeals shall be filed within five (5) business days of the ¢

Command: Division: Chapter:
South Sac Division 3
Inspected by: Date:
Captain A. R. Jones, #1 1718 12/3/08

ompleted chapter inspection).

Commander's Basis for Appeal.

N/A

[Appeal Review/Decision: (This shall be the only level of appeal).

N/A

Lead-tngpegtor's Jignature:  ~ Date:
Ul tod B D@ 12/3/08
Date:

Res onding(Commander’s Signature (for appeal)”
= I

o
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL — — e
COMMAND INSPECTION PROGRAM | ST"s [ valley 252
INSPECTION CHECKLIST Evaluated by: Date:
Chapter 3, Command Procurements A. R. Jones 12/3/2008
Cal-Card Program Assisted by: Date:

0SS A. Iglesias 12/3/2008

INSTRUCTIONS: Answer individual items with "Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in-the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
[] Division Level Xl Command Level g Z
[] Executive Office Level ] Voluntary Self-Inspection ;
Foliow-up Required: ] Follow-up Inspection C°"‘Z:‘F‘jz?‘9” : Datta:
[ Yes No /2/3/08
v
For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal- _
Card program completing the CHP 78S, Conflict of K Yes | [INo |[JN/A | Remarks:
Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications .
maintained within the Cal Card command file for X Yes | [ONo |[IN/A | Remarks:
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained _
in the Cal Card command file for each vendor Yes | [JNo |[JN/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board _
Form 74 documents maintained for each vendor K Yes | (ONo |[JN/A | Remarks:
utilized?

5. If the vendor is a small business or DVBE is utilized, ‘
is the certification letter from the Department of Yes | [INo | JN/A | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and .
reasonable method documented and properly X Yes | [INo |[JN/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order .
to circumvent transaction purchase limits? [JvYes | XNo |[IN/A | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the .
purchase? Xl Yes | [INo |[JN/A | Remarks:

9. Are bank statements reconciled with the CHP 317 _

5 Cal Card Log and the receipts/invoices? X Yes | [INo | [JN/A | Remarks:
|'
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
10. Is the CHP 317 Cal Card Log properly authorized foie
and maintained? R Yes | (ONo |[INA emarks:
11. Are credit invoices/receipts for returned items biormaiii
maintained with the bank statement? Yes | [INo |JN/A | Remars:
12. Do non-itemized purchase receipts/invoices Rermaris:
document the purchase by listing the commodity, X Yes | (ONo |[INA oAt
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? _
E Yes D No D N/A Remarks:
14. Are Cal Card purchases pre-approved by the )
commander? Yes | [ONo |[JNA Remarks:
15. Have all cardholders received training on the " _
Department's procurement processes? ves | [ONo | CIN/A srmarks:
16. Are item(s) purchased with the Cal Card prohibited .
[JYes | No |[CINA Remarks:

by departmental policy?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1of4
Command: Division: Number:
Evaluated by: Date:
A. R. Jones 12/03/2008
Assisted by: Date:
Sqt. B. Maffei 12/03/2008

INSTRUCTIONS: Answer individual items with “Yes" or
applicable legal statues, or deficienci
discrepancies and/or deficiencies sha
Furthermore, the Exceptions Document shall include any follow-
inspection, the “Follow-up Inspection” box shall be marked and on

es noted in the inspections shall be commented on vi
Il be documented on an Exceptions Document and addressed to the next level of
up and/or corrective action(s) taken. If this form is used as a Follow-up

ly deficient items need to be re-inspected.

“No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
a the “Remarks” section. Additionalty, such

command.

WPE OF INSPECTION
[] Division Level

X Command Level

[] Executive Office Level [] Voluntary Self-Inspection

Lead Inspector's Signature:

08 Gl

Follow-up Required: [ ] Follow-up {nspection

[ ]Yes [ ] No

Date:

/2/3/0&

For applicable policy, refer to: HPM 11.1, Chapter 22

CZJ:T?'S E ture:
/4

Is a CHP 78 Contract Request used to initiate all

for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP

78A7

1.
service contracts which are repetitive, regardless of X Yes | CINo | [IN/A Remarks:
the estimated dollar value?

2. Is a CHP 78 Contract Request used for one-time _
services exceeding $4,999.99? Yes | [INo | [INA Remarks:

3. s the Office of Primary Interest (OPI) tracking _
numbering beginning with the requesting command Xl Yes | [INo | [JN/A | Remarks:
three-digit location code used, followed by “CP" for
contract payable listed on the CHP 787

4. s the performance of contract services monitored .
and documented? X vYes | [ONo | [LINA Remarks:

5. Are all copies of correspondence with the vendor )
maintained? K vYes | [INo | [IN/A | Remarks:

6. Are letters for contracts documented and maintained _
which outline any problems related to substandard or | [ Yes [INo | [JN/A | Remarks:
non-performance of the vendor?

7. Is the final product to be delivered described .
specifically and in as much detail as possible in the X Yes | (JNo | [INA Remarks:
CHP 787

8. Are all required levels of approval/signature obtained, .
including the required documentation and approvals X vyes | No |[LINA REmERS:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

CONMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page

20f4

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

X Yes

CIN/A

Remarks:

10. Is all work completed and accepted by the
Department before expiration of contract agreement?

X Yes

CIN/A

Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

K Yes

[ No

CIN/A

Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

[ No

CIN/A

Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes

[ No

LIN/A

Remarks:

14. Does the requestor verify the coniractor has fuifilled
all requirements of the contract before approving the
final invoice?

X Yes

[ No

CIN/A

Remarks:

15. Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

] No

1 N/A

Remarks:

16. Are all applicable form sections of the CHP 78
completed?

K Yes

] No

CIN/A

Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes

] No

CIN/A

Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 788, Conflict of
Interest Statement, Employee, form?

X Yes

L1 N/A

Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager’s contract file?

Yes

[ ] No

50. Are contract amendment request dollar amounts
increased more than 30%7

X Yes

C1N/A

Remarks:

[ INo

LIN/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

Contracts

Page

3of4

[ 21

Is the length of the contract amendment request
more than one year?

[]Yes

X No

CINA

Remarks:

22.

Are amendments requested before the expiration of
the original contract?

Yes

I No

LIN/A

Remarks:

23.

Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in

total cost?

(] Yes

X N/A

Remarks:

24.

Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

[]Yes

I No

X N/A

Remarks:

25.

Are California Department of Justice (DOJ) and

Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for ail of

the following types of agreements:

Avionics Maintenance and Repair
Helicopter Maintenance and Repair
Instructor Services (on-site)
Janitorial Services

1
2
3
4
5) Consulting Services

e e
—_ s

(] Yes

] No

X N/A

Remarks:

26.

Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

Alarm and Fire Alarm Monitoring

Camera Maintenance and Repair

Carpet Installation

Diesel Generator Maintenance and Repair
Dishwasher Maintenance and Repair

Elevator Maintenance and Repair

Fire Extinguisher Service

Garage Door Maintenance and Repair

Graphic Arts Equipment Maintenance and Repair
0) Heating, Ventilation, and Air Conditioning Service
1) Laundry/Linen Service

12) Office Machine Maintenance and Repair

13) Painting Services (interior of facility)

14) Plumbing Services

15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)

(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(

19)Uninterruptible Power Supply Maintenance and Repair

e “88:,‘82223:8!}3:

(
(
(
{
(
(
(
(
(
{
(
(
(
(
(

(] Yes

X N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information _
forwarded to Contract Services Unit (CSU), along [OYes | ONo | XIN/A IREmars:
with the contract number for retention after
Commander review?

28. Is CSU advised by the command to determine if _
adverse information discovered is grounds for Yes | [INo N/A, ||| Remarks:
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

29. Are all invoices, records, and relevant documentation .
maintained for three vears after the final paymentof | X Yes | [1No [ N/A | Remarks:
the contract?

30. Is a log sheet maintained for a diary of activities .
related to the contract? K Yes | [ONo |[INA Remarks:

31. |s a computer file prepared for all contracts )
administered? KYes | [INo |[JN/A | Remarks:

32. |s a spreadsheet prepared listing all expenditures? _

Yes D No L—_| N/A Remarks:

33. |s the notification to the contractor documented for _
the start date for services to begin? KYes | [dNo |[INA Remarks:

34. |s the contractor contacted to determine if all invoices )
have been received in order to oversee the K Yes | [[ONo |[INA Remarks:
completion of the contract?

35. Do consultant services contracts of $1,000 or more _
contain detailed performance criteria and a schedule [(JYyes | [ONo | [XIN/A Remarks:
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

36. Does the contract file contain the STD. 4 Contractor )
Evaluation form for consultant contracts? [JYes | TINo | IXIN/A Remarks:
(SCM Val. |, Ch. 3, Section 3.02.5)

37. Does Contract work only begin after approval of the _
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) Yes | [INo | ] N/A | Remarks:

38. Are the requirements for Government Code Section '
19130 (a) or (b) documented and justified for [TYes | [ONo |[XIN/A | Remarks:
personal service contracts? (GC 19130 & SCM Vol. |,

Ch. 7, Section 7.05)

39. Are any contract payments made prior to the final _

approval and execution of the contract? (SCM Vol. |, [(JYes | No |[JN/A | Remarks:

Ch. 4, Section 4.09)
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Command: Division: Number:
ggéli?l\';gr# ESEmFORNIA HIGHWAY PATROL South Sac = =
COMMAND INSPECTION PROGRAM EXE R b3
INSPECTION CHECKLIST 2R Jonos 1232000
Chapter 3, Command Procurements 0SS 1 A. Iglesias 12/3/2008
Purchases

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level X} Command Level

[] Executive Office Level [] Voluntary Self-Inspection

Lead Inspector’s Signature:

28 Gores

Follow-up Required:

[ ] Yes X No

] Follow-up Inspection

Date:

12/3/08&

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

Remarks:

X Yes CIN/A

2. Have Approvers/reviewers of purchases received
procurement training?

Remarks:

KYes | [ONo |[CNA

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

e Supplies for personally — owned equipment
e Commodities for personal use

e Confirming order

e Purchases via the internet

Remarks:

[lYes | X No | INA

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

Remarks:

KYes | [INo | [INA

5. s all required information entered on the CHP 43,
Purchase Requisition?

Remarks:

X vYes | [INo |[INA

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

Remarks:

K Yes | [INo |[JNA

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for

approval?

Remarks:

CYes | [INo | [XIN/A




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 20f3

8.

Do specialized items purchased contain the
appropriate Division, and/or OPI approvals?

B Yes

[T No

CINA

Remarks:

Are the CHP 43, Purchase Requisitions,
competitively bid?

X Yes

[1No

LIN/A

Remarks:

10.

Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

X Yes

I No

LIN/A

Remarks:

11.

Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

[ Yes

I No

X NIA

Remarks:

12.

Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

[ Yes

[]No

X N/A

Remarks:

13.

Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

[1Yes

[ No

X NIA

Remarks:

14.

Are items checked immediately for content and
damage when delivered?

Yes

[ No

CINIA

Remarks:

15.

Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes

[ No

CIN/A

Remarks:

16.

Are freight and/or packing slips attached to the
received copy of the purchase order and sent to

FMS?

X Yes

] No

LIN/A

Remarks:

17.

Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

Yes

[ INo

LI N/A

Remarks:

18.

Is the original “received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

Xl Yes

] No

LIN/A

Remarks:

10.

Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier’s driver

before being accepted?

X Yes

[]No

[IN/A

Remarks: Sometimes, items are not
immediately opened at the busy front
counter.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. Is Purchasing Services Unit (PSU) notified Rematks:
immediately by telephone, followed in writing either X Yes | [ONo | [JNA | Remarks:
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commaodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

21. Are open purchase orders periodically reviewed and -
investigated to ensure the orders are not opened for | X Yes | [ No | [IN/A Remarks:
an unreasonable length of time. (SAM 8422.0)

22. Are copies of the purchase requisitions and purchase -
orders maintained for three years after payment? X Yes | [INo |[JNA | Remarks:
(SCM Vol. ll, Ch. 11, Topic 4)

23. Are decisions documented to create a paper trail Remarks:
documenting the basis of the decisions made forthe | X Yes | [INo | [JN/A | Remars:
purchase? (SCM Vol Il Ch. 2, Topic 11)

24. Are purchase orders split to evade competitive ‘s
bidding requirements or to circumvent the [JYes | [ No |[NIA | Remarks:

Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

LUHY

Page 1 0of 2
Command: Division; Number:
South Sac Valley 252
Evaluated by: Date:
Capt. A. R. Jones #11718 12/3/08
Assisted by: Date:
OSSI A. Iglesias, #A11652 12/3/08

X-Number Program

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

[ TYPE OF INSPECTION

Lead Inspector's Signature:

[]Yes X No

Co@%&j;ture:
174

[] Division Level ] Command Level ﬁ Z
[[] Executive Office Level X Voluntary Self-Inspection
Follow-up Required: ] Follow-up Inspection Date:

/¢ 2/0e

For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor _
to circumvent the $4,999 contract limit? []Yes No |[JN/A | Remarks:

2. Does all X Number file documentation contain the .
STD. 204 Payee Data Record? X Yes | [ONo | [JN/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or .
landscaping) have prior approval from the Business [1Yes | [1No N/A | Remarks:
Services Section commander?

4. Are X Number requests made prior to the date the .
services are performed? X Yes | [ONo |[JN/A | Remarks:

5. Are X Numbers issued for a one-time use? .

|Z| Yes D No I:I N/A Remarks:

6. Are prohibited services performed using an X )
Number? [JYes | XINo |[JN/A | Remarks:

7. Are X Numbers used for the procurement of a .
service and not the purchase of a commodity? X Yes | [ONo |[JN/A | Remarks:

8. Are X Numbers issued for telecommunications .
related services pre-approved by [OYes | [INo |[XIN/A | Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services )
(such as roof repair, electrical) costing over $1,000 X Yes | [INo |[JN/A | Remarks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual _
agreements have prior approval by the appropriate JvYes | [JNo |[XIN/A | Remarks:
Assistant Commissioner?

CHP 680E (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business .
vendor contain three price quotations? K Yes | [No |[JN/A | Remarks:

12. Do all X Numbers awarded to a small business _
vendor contain the small business certification from X Yes | [ONo |[JN/A | Remarks:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 '
Drug Free workplace certification for X Number Yes | [ONo | [JN/A | Remarks:
vendors?

14. Do emergency service X Numbers document and _
justify the emergency? K Yes | (ONo | [CJN/A | Remarks:

15. Is the itemized invoice for each X Number service _
maintained in the command's files? Yes | [INo | [OJN/A | Remarks:

CHP 680E (Rev 09-08) OPI1 010




STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL South Lake Tahoe Valley Three
Inspected by: Date:
COMMAND INSPECTION PROGRAM Lieutenant T. Malone 12-29-2008
EXCEPTIONS DOCUMENT 0SSI Carol Tudesko / OA Stacie Brooks

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
(] Division Level [X] Command Level [] Appeal Included
[J Executive Office Level J Attachments Included
Follow-up Required: Forward to: Commander's Signature: ?;-t;é-2008

[]Yes X No Due Date: 1-30-2009

Valley Division ‘%’}7&@‘_@

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

No innovative of remarkable practices were found during this inspection. The Area follows established
practices and procedures as outlined in the applicable policies.

| Command Suggestions for Statewide Improvement: |

The Office Services Supervisor | suggested the Department purchase mass guantities of items such as
paper and toner cartridges to reduce the cost of buying small quantities in each Area.

Under certain conditions, eliminating the requirement to purchase items through small businesses who
in turn purchases the item from a larger business and marks up the price would save the Department

funds.

| Inspector’s Findings: |

The Area has been following established practices, policies and procedures as outlined in HPM 11.1,
Chapter 22 and 23 as well as HPM 11.2, Chapter 3 and 7, with few exceptions.

In regard to Command Procurement Purchases; the Area was not attaching the freight and/or packing
slips to a copy of the purchase order and sending it to FMS. The Area has been made aware of this

requirement and has resolved to accomplish this in the future.

In reference to small business or DVBE: the certification letter had not been maintained in the file and
only recently has the Area been including this letter in the file.

The Area has not been utilizing the CHP 78S, Conflict of Interest Statement — Employee, for employees
completing purchase requisitions and Cal-Card holders. The form has been distributed to those
employees for completion and inclusion into the appropriate files.

CHP 680A (Rev 09-08) OPI010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT Command: Division: Chapter:
South Lake Tahoe Valley Three
Inspected by: Date: ‘
Lieutenant T. Malone 12-29-2008

Page 2 0SSI Carol Tudesko / OA Stacie Brooks

| Commander’s Response:

The identified deficiencies were relatively minor in nature. The Area staff has made a diligent effort to
comply with established policies and procedures set forth in the governing manuals. All identified
deficiencies have been addressed and corrected.

| Inspector's Comments:

None.

Required Action

Corrective Action Plan/Timeline

All identified deficiencies have been corrected.

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command. Division: Chapter:
COMMAND INSPECTION PROGRAM South Lake Tahoe Valley Bh:ee

Inspected by: ate:
EXCEPTIONS DOC UM ENT Lieutenant T. Malone 1 2_29_2008
Page 3 0SSl Carol Tudesko / OA Stacie Brooks

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

None.

| Appeal Review/Decision: (This shall be the only level of appeal).

spector Date:
dé-é 12-29-2008

Resppﬂﬂmg anmanders Signature (for appeal): Date:

CHP 680A (Rev. 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1of2
Command: Division: Number:
South Lake Tahoe Valley 246
Evaluated by: Date:
Lieutenant T. Malone 12-29-2008
Assisted by: Date:
0SSl Caro! Tudesko / OA Stacie Brooks 12-29-2008

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “"Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
[] Division Level X] Command Level W 5 )
[C] Executive Office Level [ Voluntary Self-Inspection /
. i . N i C nder’s-8i urg: Date:
%Iongsup Re%wﬁd, ] Follow-up Inspection W 2 T
0 7
. . 77
For applicable policy, refer to: HPM 11.2, Chapter 3
1. Are all employees associated with the use of the Cal- _
Card program completing the CHP 78S, Conflict of XYes | [ONo |[JN/A | Remarks:
Interest Statement, Employee, form?
2. Are STD. 21 Drug Free Workplace certifications .
maintained within the Cal Card command file for X Yes | [JNo |[JN/A | Remarks:
each vendor utilized?
3. Are STD. 204 Payee Data Record forms maintained _
in the Cal Card command file for each vendor Yes | [INo |[JN/A | Remarks:
utilized?
4. Are California Integrated Waste Management Board ERCTN PRS- P,
H H emarks: 1as; oll,
Et(i)ﬂ;negg documents maintained for each vendor K Yes | [INo | [INA transmission fluid, brake fluid.
5. If the vendor is a small business or DVBE is utilized, .
is the certification letter from the Department of Yes | [INo |[JIN/A ﬁﬁmit;iﬁ;h&ﬁ“l‘:ﬁ ;fscfer';t[:}" g‘g’éei:
General Services maintained in the file? ,he%.e,
6. When fair and reasonable is utilized, is the fair and R vs: The A akes th
) rea
reasonable method documented and properly KYes | (ONo |[INA m‘:;g?i;ysof pufchaiesmfmn‘isoﬁ?ce
justified? Depot after price comparisons are
made.
7. Are purchases split into multiple transactions in order _
to circumvent transaction purchase limits? [JYes | XINo | [JN/A | Remarks:
8. Does the CHP 317 Cal Card Log fully describe the .
purchase? Yes | [ONo |[JN/A | Remarks:
9. Are bank statements reconciled with the CHP 317 _
Cal Card Log and the receipts/invoices? X Yes | [ONo |[JN/A | Remarks:

CHP 680D (Rev. 09-08) OP1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
10. Is the CHP 317 Cal Card Log properly authorized Remarks:
and maintained? X Yes | [INo | []N/A [ Remans
11. Are credit invoices/receipts for returned items Remarks:
maintained with the bank statement? X Yes | [ONo | [JN/A | Remarks.
12. Do non-itemized purchase receipts/invoices —
document the purchase by listing the commaodity, X Yes | [ONo | [JN/A [ Remars.
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? ‘
X Yes | [INo | [C]N/A | Remarks:
14. Are Cal Card purchases pre-approved by the ,
commander? X Yes | [JNo | [JN/A | Remarks:
15. Have all cardholders received training on the Bamarlis:
Department's procurement processes? I Yes | [JNo | [JN/A | Remarks:
18. Are item(s) purchased with the Cal Card prohibited —
by departmental policy? [dYes | XINo | [JN/A | Remars

CHP 680D (Rev. 09-08) OP1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page 10f4
Command: Division: Number:
South Lake Tahoe | Valley 246
Evaluated by: Date:
Lieutenant T. Malone 12-29-2008
Assisted by: Date:
0SSl Carol Tudesko / OA Stacie Brooks 12-29-2008

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next leve! of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
(] Division Level X Command Level Q—/ 29 7
[] Executive Office Level [J Voluntary Self-Inspection ’7% 7
N i . B i mandecs Signature: Date:
%]3\2;;) Re%|ﬁg_ [_] Follow-up Inspection W ; T oo
4 -
. . 77
For applicable policy, refer to: HPM 11.1, Chapter 22
1. Is a CHP 78 Contract Request used to initiate all _
service contracts which are repetitive, regardless of | [XYes | [INo | []N/A | Remarks:
the estimated dollar value?
2. Is a CHP 78 Contract Request used for one-time .
services exceeding $4,999.99? X Yes | [ONo |[JN/A | Remarks:
3. Is the Office of Primary Interest (OPI) tracking _
numbering beginning with the requesting command Yes | [ONo |[JN/A | Remarks:
three-digit location code used, followed by “CP" for
contract payable listed on the CHP 787
4. Is the performance of contract services monitored o . BiloR xmade b
emarks: ocumentation Is made by
and documented? XYes | [IJNo |[INA sending emall messages and
subsequently placed into the file.
5. Are all copies of correspondence with the vendor .
maintained? Yes | [INo |[JN/A | Remarks:
6. Are letters for contracts documented and maintained L
which outline any problems related to substandard or | [X] Yes | [INo | [ N/A E:C’Sslr;ﬁéh-g;'i;‘aesmze"e:nd
non-performance of the vendor? subsequently placing the email
message in the file.
7. Is the final product to be delivered described _
specifically and in as much detail as possible in the Yes | [INo |[JN/A | Remarks:
CHP 787
8. Are all required levels of approval/signature obtained, _
including the required documentation and approvals | [X] Yes | [ No | []N/A | Remarks:
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Page 20f4

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
9. Are requests for contract services less than six s
months from the anticipated start date of the contract | [X] Yes | [JNo | [JN/A | Remarks:
pre-approved by Assistant Commissioner, Staff, for
expedited processing?
10. Is all work completed and accepted by the .
Department before expiration of contract agreement? | X Yes | [INo | [JN/A | Remarks:
11. Are contract services performed according to the .
quality, quantity, objectives, timeframes, and in the X Yes | [JNo |[[IN/A | Remarks:
manner specified in the contract (e.g., review
progress reports and interim products)?
12. Are invoices for payment reviewed and approved fo )
substantiate expenditures for work performed and to | [XIYes | [JNo | []N/A Remarks:
prevent penalties being assessed?
13. Are contract expenditures monitored to ensure there _
are sufficient funds to pay for all services rendered X Yes | [ONo |[JN/A | Remarks:
as required by contract?
14. Does the requestor verify the contractor has fulfilled _
all requirements of the contract before approving the | Xl Yes | [JNo | [JN/A Remarks:
final invoice?
15. Is the final invoice identified and approved, as _
appropriate and forwarded to Fiscal Management X Yes | [INo | [JN/A | Remarks:
Section for payment?
16. Are all applicable form sections of the CHP 78 .
completed? X Yes | [INo |[JN/A | Remarks:
17. Do emergency contracts document and justify a . A
sudden, unexpected occurrence that poses a clear K Yes | [INo | [JNA hR:é":’;‘ifdaggﬁ thraetac:’u":;dri‘;’l‘;ge
and imminent danger, requiring immediate action to fumes to back-up into the front office.
mitigate the loss or impairment of life, health, Documentation was provided to
proper’[y, or essential pub“c services? facilities section in order to facilitate
the emergency work. .
18. Are all employees associated with the management .
of a contract completing the CHP 78S, Conflict of K Yes | [JNo | [JN/A | Remarks:
Interest Statement, Employee, form?
19. Are problems concerning the contractor’s .
performance fully documented in writing and madea | X Yes | [INo | []N/A S;r:im(;sv:;::aﬁg’gfﬁi:gcrﬁgde
part of the contract manager’'s contract file? part of the contractors file.
20. Are contract amendment request dollar amounts _ )
increased more than 30%? [(JYes | [INo | XIN/A Efg?lf.rks' THEFSERasne! iis

CHP 680F {Rev. 09-08) OP1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 30of4

21.

Is the length of the contract amendment request
more than one year?

[] Yes

X No

LINA

Remarks

22.

Are amendments requested before the expiration of
the original contract?

X Yes

[JNo

X N/A

Remarks

23.

Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

[ Yes

[JNo

& N/A

Remarks: The Area has not had a
situation exceeding this dollar
amount.

24.

Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

Yes

O No

LIN/A

Remarks:

25.

Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of

the following types of agreements:

Avionics Maintenance and Repair
Helicopter Maintenance and Repair
Instructor Services (on-site)
Janitorial Services

Consulting Services

CENCI
2=

Yes

O No

LINA

Remarks:

L

26.

Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the confractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

Alarm and Fire Alarm Monitoring

Camera Maintenance and Repair

Carpet Installation

Diesel Generator Maintenance and Repair
Dishwasher Maintenance and Repair

Elevator Maintenance and Repair

Fire Extinguisher Service

Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

{(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, nol scales)
(17) Telephone Services (cellular, satellite, and regular}
(

(

CREEEEIRE

LN h

18) Television Equipment Maintenance and Repair
19)Uninterruptible Power Supply Maintenance and Repair

B Yes

[INo

LI NA

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page 4 0of 4

27.

Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

X Yes

LI No

LIN/A

Remarks:

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor's
personnel)?

Yes

[J No

LINA

Remarks:

29.

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes

[INo

CIN/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

X Yes

I No

LI N/A

Remarks:

31.

Is a computer file prepared for all contracts
administered?

[1Yes

X No

CINA

Remarks: Hard copy files have been
maintained.

32.

Is a spreadsheet prepared listing all expenditures?

X Yes

[JNo

LIN/A

Remarks:

33.

Is the notification to the contractor documented for
the start date for services to begin?

X Yes

[1No

CIN/A

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

Yes

I No

L] N/A

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

[]Yes

] No

X N/A

Remarks: The Area has not had the
need for consultant service contracts.

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consuitant contracts?
(SCM Vol. I, Ch. 3, Section 3.02.5)

[]Yes

[ No

X N/A

Remarks: The Area has not had any
consultant contracts.

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

X Yes

I No

(I N/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

[]Yes

[INo

X N/A

Remarks: The Area has not had any
personal service contracts

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |,

Ch. 4, Section 4.09)

(] Yes

X No

LI N/A

Remarks:
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Command: Division: Number:
STATE OF CALIFORNIA '
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL S\‘,’;H;ttg ';ey_Tahoe Valley é‘;?e,
INSPECTION CHECKLIST Assisted by: Date:
Chapter 3, Command Procurements 0SS! Carol Tudesko / OA Stacie Brooks 12-29-2008

Purchases

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. [f this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:

"] Division Level IX] Command Level G2
YAt

[] Executive Office Level (] Voluntary Self-Inspection

Follow-up Required:

Date:
12-29-2008

Ca nder's Signature:
[]Yes No ] Follow-up Inspection W
7 L

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the
command level familiar with the related policies and X Yes
procedures for purchasing?

CINo | CINA

Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? Yes

[(ONo | LINA

Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions? ] Yes

e Supplies for personally — owned equipment
e Commodities for personal use

e Confirming order

e Purchases via the internet

XINo |[INA

Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from [] Yes
different suppliers or from different statewide
commodity contracts?

XINo | [IN/A

Remarks:

5. s all required information entered on the CHP 43,
Purchase Requisition? X Yes

[INo | LIN/A

Remarks:

6. Arethe CHP 43, Purchase Requisitions, humbered
consecutively, starting anew at the beginning of each | [X] Yes

fiscal year (July 1)?

[INo | LIN/A

Remarks:

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for X Yes

approval?

[INo |[INA

Remarks: These requests are routed
through Valley Division first.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Page 20f3

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases
8. Do specialized items purchased contain the -
appropriate Division, and/or OPI approvals? Yes | [ONo |[N/A | Remarks:
9. Are the CHP 43, Purchase Requisitions, _
competitively bid? X Yes | (ONo | [IN/A | Remarks:
10. Does the CHP 315, Price Comparison Worksheet, .
document at least two price quotations? X Yes | [JNo | [JNA | Remarks:
11. Are Limited Competitive Bidding purchase requests _
that limit or restrict the purchase to one specific Cyes | CONo | XINA eR::;ﬂm:rezh: :‘“’f:ﬁgf‘s“;‘h‘ﬁre we
g;%r;q? or model justified and in compliance with SAM needed to purchase a sole brand.
12. Are Limited Competitive Bidding purchase requests .
for items that interface with existing departmental [(dYes | [INo N/A E;’}‘t:gk%o;r;‘:ﬁ;{f: é‘;sdirl‘g fi2e|any
equipment in compliance with SAM 3555.37 purchases.
13. Do Non-Competitive Bid (NCB) purchase requests _
contain the NCB justification and NCB Corrective [(dYes [ [ONo |KXINA anTangd ::; ﬁggshas not
Action Plan documents? P '
14. Are items checked immediately for content and .
damage when delivered? X Yes | [INo | CIN/A | Remarks:
15. Is the "received copy” of the purchase order .
approved, dated, and forwarded to the Fiscal X Yes | [ONo |[JN/A | Remarks:
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?
16. Are freight and/or packing slips attached to the Remarks: Thi h t
i emarks: IS procedure nas no
received copy of the purchase order and sent to [dves | DXINo | LN/ | oo i ed in the bast, Freight and
FMS? packing slips will be attached in the
future.
17. Is FMS provided a photocopy of the purchase order _
and any approved freight or packing slips as X Yes | [INo |[JN/A | Remarks:
acknowledgement that a portion of the order has
been received?
18. Is the original “received copy” retained by the _
command for completion and forwarding to the FMS | X Yes | [JNo | []N/A | Remarks:
when the complete shipment is received?
19. Are Damaged items delivered by common carrier Remarks: The Area F .
H : R H emarks: € Area nas no
acknowledged on the freight bill by the carrier's driver | []Yes | [INo | XIN/A | J50€ES oy damaged fems.

before being accepted?

CHP 680C (Rev. 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 30of3

20. Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

[ Yes

] Ne

N/A

Remarks: The Area has not
encountered this situation. If this
occurs, the procedure will be
followed.

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonabie length of time. (SAM 8422.0)

X Yes

[ No

CINA

Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. II, Ch. 11, Topic 4)

Yes

] No

L1 N/A

Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

X Yes

[ No

LI NA

Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department'’s delegated purchase authority limits?
(Public Contracts Code Section 10329)

[JYes

X No

LI NA

Remarks:

CHP 680C (Rev. 09-08) OPI 010




STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM | South Lake Tahoe | Valley 246

Evaluated by: Date:
INSPECTION CHECKLIST Lieutenant T. Malone 12-29-2008
Chapter 3, Command Procurements Assisted by Se
X-Number Program 0SS| Carol Tudesko / OA Stacie Brooks | 12-29-2008

Page 1 of 2

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspeclion, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:

[] Division Level X Command Level Wg f

[[] Executive Office Level [] Voluntary Self-Inspection

Follow-up Required: [ Follow-up Inspection @gandyx’ Siggatyre: Date:
[] Yes X No S//M’ é ¢ 12-29-2008
s

For applicable policy, refer to: HPM 11.1, Chapter 23

Are multiple X Numbers awarded to the same vendor

1.
to circumvent the $4,999 contract limit? [(JYes | XINo |[]NA Remarks:

2. Does all X Number file documentation contain the _

STD. 204 Payee Data Record? X Yes | [INo | [JN/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or .
landscaping) have prior approval from the Business | X Yes | [INo | [ N/A E:Qam’gﬁéhLZ'sth'Ez;ﬁf_.gci“ties
Services Section commander? Section.

4. Are X Number requests made prior to the date the _
services are performed? X Yes | [INo |[JN/A | Remarks:

5. Are X Numbers issued for a one-time use? .

Yes | [ONo |[JN/A | Remarks:

6. Are prohibited services performed using an X .
Number? [JYes | XINo |[JN/A | Remarks:

7. Are X Numbers used for the procurement of a '
service and not the purchase of a commodity? X Yes | [ONo |[INA | Remarks:

8. Are X Numbers issued for telecommunications .
refated services pre-approved by : CdYes | [CINo | XINA rReeqT::t‘;a ;r:;)f‘_;euamh;:r;‘f’érrfﬁi‘:m'y
Telecommunications Section? purpose.

9. Do X Numbers used for facilities related services _

(such as roof repair, electrical) costing over $1,000 X vYes | [INo |[IN/A | Remarks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual .
agreements have prior approval by the appropriate OyYes | [ONo | XINA gﬁgixz}ezh&i:‘rseifu';ﬂzn”_m

Assistant Commissioner?

CHP 680E (Rev. 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page

20f2

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations?

X Yes

[ No

CINA

Remarks:

12. Do all X Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

X ves

O No

CINA

Remarks:

13. Does the file documentation contain the STD. 21
Drug Free workplace certification for X Number
vendors?

X Yes

O No

CINA

Remarks:

14. Do emergency service X Numbers document and
justify the emergency?

X Yes

I No

CINA

Remarks:

15. Is the itemized invoice for each X Number service
maintained in the command's files?

X Yes

[ No

LIN/A

Remarks:

CHP 680E (Rev 09-08) OPI 010
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STATE OF CALIFORNIA

Command: San
Andreas Area

Chapter: 255-08-004
Cal-card

Division: Valley

bEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Inspected by:

Date: 11/18/08

Officer Kelly Abercrombie

EXCEPTIONG DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION
[] Division Level [X] Command Level

[] Executive Office Level

[C] Corrective Action Plan Included
[] Appeal Included
X] Attachments Included

Forward to:

Follow-up Required: Valley Division

Oves  KINo Due Date: 12/18/08

pter Inspection:

nlnspector’s Comments Regarding Innovative

Practices:

Date:

w7

Commander’s Signature:

The 0SS! has created a Calcard log where local numbers are assigned to each Calcard order/invoice.

This allows easier reconciliation between the invoices,

bank card log and the statements.

| Command Suggestions for Statewide Improvement:

None.

[ Inspector’s Findings:

Area OSSI, Automotive Technician, OA, Custodian and Special Duty officer are very aware of the

policies surrounding the use of the Cal-Card Program.

On 11/17/08 the 78S form were completed by all appropriate employees.

CHP 580A (Rev 04-08; OP1010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2 '

Command: San Division: Valley
Andreas Area

Chapter: 255-08-004
Cal-Card Program

Inspected by: Officer Kelly Abercrombie

Date: 11/18/08 ‘

| Commander's Response:

As of 11/17/08 all employees affiliated with the Cal-card program have completed a 78S.

| Inspector's Comments:

N/A

.....

' . equired Action

[orective Action Plan/Timeline

Corrections made.

CHP 680A (Rev 09-08) OPI1 010
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4TATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Comr‘na;ndt San Division. Valley Chapter: 255-08-004
CONMMAND INSPECTION PROGRAM Andreas Area Cal-Card
E;g(;’%PTIONS DOCUMENT ‘ Inspected by: Kelly Abercrombie Date: 11/18/08

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

N/A

[Appeal Review/Decision: (This shall be the only level of appeal).

N/A

“Lead spector's,Signature: Date:

_; (LA 11l12/v8 -

“Rdsponding Commander’s Signalure (for appeal): Date: / P
T e e
/

CHP 680A (Rev 09-08) OPI1 010
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND IMSPECTION PROGRAM

INSPECTION CHECKLIST

Chapter 3, Command Procurements

Cal-Card Program

Page 1of2
Command: Division: Number:
San Andreas Area Valiey 255-08-004
Cal-card
Evaluated by: Date:
Officer Kelly Abercrombie 11/17/08
Assisted by: Date:
0SS! J. Burkman 11/18/08

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION
[] Division Level

[] Executive Office Level

X] Command Level

[(J Voluntary Self-Inspection

V2

Lead Inspector's Signature:

Follow-up Required:

[ ]Yes X No

[[] Follow-up Inspection

Comiylander’s Signature:

Date:
W’Aﬂf

For applicable policy, refer to: HPM 11.2, Chapter 3

v

1. Are all employees associated with the use of the Cal-

Card program completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

Remarks: Completed 78S 11/17/08
for all employees associated with Cal-
card. See attached.

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

Remarks: A binder contains vendors
in alphabetical order with
certifications, and Std. 21 and 204
attached.

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

Remarks: See Cal-card binder.

4. Are California Integrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

Remarks: The recycled content
certifications is sent to vendors as
needed and maintained with invoices

5. If the vendor is a small business or DVBE is utilized,

is the certification letter from the Department of
General Services maintained in the file?

Remarks: The DGS certification
letters are maintained in the Cal-card
binder.

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

Remarks: This is determined by using
the CHP 315 and the OSSI's
experience.

7. Are purchases spﬁt-i_n-t_o_ﬁwatiple transactions in order

to circumvent transaction purchase limits?

Remarks: lliegal

8. Does the CHP 317 Cal Card Log fully describe the
purchase?

number

Remarks: Yes, and includes local
assigned Cal-card log w/invoice

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices?

[(dYes | KINo |[INA
K Yes | [ONo |[JINA
K Yes | [INo |[INA
Yes | [INo |[INA
X Yes | [ONo |[[INA
X Yes | [JNo |[JNA
[(JYes | XINo |[JNA
Xl ves | []No _D N/A
Yes | [ No D N/A

Remarks: A review of the binder
showed reconciliation between log
and invoices

CH* 680D (Rev 09-08) OPI010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND !NSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 20f2

10. Is the CHP 317 Cal Card Log properly authorized

Remarks: A review of the Cal-card

and maintained? Yes D No D N/A binder shows proper maintenance.
11. Are credit invoices/receipts for returned items Remarks: This has seldom q
maintained with the bank statement? [1Yes | (ONo |[XIN/A | Remarks: Thisha R L
" 12. Do non-itemized purchase receipts/invoices Remarks: Policy is being followed &
document the purchase by listing the commaodity, OvYes | XINo |LINA re‘;‘;‘e;;d o e 11.2? Pg. e ®
quantity, and unit price of the item(s) purchased on
the bank statement.
— : =
13. Are Cal Cards maintained in a secure area’ Kyes | ONo | CNA Remarks: Locked in OSSI's desk.
14. Are Cal Card purchases pre-approved by the
Remarks: Generally, but OSS|
commander? Xl Yes D No D N/A makes decisions when Lt is not
available.
158. Have all cardholders received training on the Remarks:
Department's procurement processes? X Yes | [ONo | [JN/A | Remars
16. Are item(s) purchased with the Cal Card prohibited Remarks: None in the Iast 8 years
by departmental policy? CJyes | KINo | LIN/A | e srent 0SS y

CIIPP 680D (Rev 09-08) OP1 010




STATE OF CALIFORNIA -
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND IRSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Purchases

Page 3of3

20. Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes

(] No

L1 N/A

Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes

[ No

CINA

Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

X Yes

INo

LIN/A

Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

X Yes

[INo

LI N/A

Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department’s delegated purchase authority limits?
(Public Contracts Code Section 10329)

[1Yes

X No

L1 N/A

Remarks: lllegal. See HPM 11.2,
Pg. 7-9.

CItP 680C (Rev 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

Command: San Division: Valley Chapter: 255-08-004

Andreas Area

ConTEAwTS

CONMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Inspected by: Officer Kelly Abercrombie Date: 10-22-08

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION
(] Division Level X Command Level

(] Executive Office Level

[J Corrective Action Plan Included
[J Appeal Included
X Attachments Included

Forward to:

i alley

Due Date: [v‘ZZsz:bg

Follow-up Required:

[] Yes X No

hter Inspection:

Insp

ector's Comments Regarding Innovative Practices:

Date:

/%/vo?

Commander's Signature:

e

Very few service contracts or letters of agreement are used by area. Area has one CHP465,
Reimbursable Services Agreement with a Sacramento Bicyclist Club for a ride held once a year. Copies

of the agreement were reviewed with no errors found.

ECommand Suggestions for Statewide Improvement:

None.

No discernable deficiencies in procedures.

CIIP? GBOA (Rev 09.08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: San
Andreas Area

Division: Valley

Chapter- 255-08-004

Inspected by: Officer Kelly Abercrombie

Date: 10/22/08

| Commander's Response:

N/A

| Inspector's Comments:

N/A

Required Action fes o

Corrective Action PIan/TimeIine

N/A

CHI? BBOA {(Rev 09-08) OP1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT

Page 3

Commander's Basis for Appeal:

Command: San
Andreas Area

Division: Valley

Chapter: 255-08-004

Inspected by: Officer Kelly Abercrombie

Date: 10/22/08

Appeal Process: (Appeals shall be filed within five (5) business days of the comipleted chapter inspection).

N/A

| Appeal Review/Decision: (This shall be the only level of appeal).

]

|
|

Lead Inspector’'s Signature

Responding Commander's Signature (for appeal)

Date.

| "Date:

CHP 680A {Rev 08-08) OPI1 010




STATE OF CALIFORNIA Command: Division: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL San Andreas COUTRACTS
COMMAND INSPECTION PROGRAM ':\r?at - Valley 202?;08-004
valuated by: :
INSPECTION CHECKLIST K. Abercrombie / 16054 10-22-08
Chapter 3, Command Procurements Assisted by: Date:
Contracts Jeanne Burkman / A05948 10-22-08

Page 10f4

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

rTYPE OF INSPECTION

Lead Inspector's Signature:

] Division Level X Command Level
] Executive Ofiice Level ] Voluntary Self-Inspection b v
Follow-up Required: [J Follow-up Inspection | Camnfander's Signatlre: Date: ,
[]Yes No T L o= | . //4&0
For applicable policy, refer to: HPM 11.1, Chapter 22 P N
/

1. Isa CHP 78 Contract Request used to initiate all _
service contracts which are repetitive, regardlessof | [X Yes | [INo | [JN/A | Remarks:
the estimated dollar value?

2. Isa CHP 78 Contract Request used for one-time .
services exceeding $4,999.99? [JYes | XINo |[JN/A | Remarks:

3. Is the Office of Primary Interest (OPI) tracking _
numbering beginning with the requesting command CYes | [ONo |[XIN/A | Remarks:
three-digit location code used, followed by “CP" for
contract payable listed on the CHP 78?

4. Is the performance of contract services monitored _
and documented? Yes | [INo |[JN/A | Remarks:

5. Are all copies of correspondence with the vendor .
maintained? K Yes | [JNo |[JN/A | Remarks:

6. Are letters for contracts documented and maintained '
which outline any problems related to substandard or Yes | [JNo |[JN/A | Remarks:
non-performance of the vendor?

7. Is the final product to be delivered described .
specifically and in as much detail as possible in the X Yes | [JNo |[JN/A | Remarks:
CHP 787

8. Are all required levels of approval/signature obtained, _
including the required documentation and approvals Yes | [ONo |[JN/A | Remarks:
for expedite and emergency contracts per HPM 11.1,

Chapter 22, before forwarding the CHP 78 or CHP
78A7

CHP 680F {Rev 09-08) OPI1010
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Page 20f4
STATE OF.CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six )
months from the anticipated start date of the contract | []Yes | [ No | [ N/A | Remarks:
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

10. Is all work completed and accepted by the )
Department before expiration of contract agreement? Yes | [JNo |[JN/A | Remarks:

11. Are contract services performed according to the _
quality, quantity, objectives, timeframes, and in the CJYes | [ONo |[XIN/A | Remarks:
manner specified in the contract (e.g., review
progress reports and interim products)?

12. Are invoices for payment reviewed and approved to )
substantiate expenditures for work performed and to Yes | [INo |[JN/A | Remarks:
prevent penalties being assessed?

13. Are contract expenditures monitored to ensure there .
are sufficient funds to pay for all services rendered Yes | [JNo |[[]Nia | Remarks:
as required by contract?

14. Does the requestor verify the contractor has fulfilled _
all requirements of the contract before approving the | X Yes | [JNo | [ N/A | Remarks:
final invoice?

15. Is the final invoice identified and approved, as .
appropriate and forwarded to Fiscal Management [JYes | [ONo | [N/ | Remarks:
Section for payment?

16. Are all applicable form sections of the CHP 78 _
completed? Yes | [INo |[JN/A | Remarks:

17. Do emergency contracts document and justify a A
sudden, unexpected occurrence that poses a clear [JYes | [INo |[X N/A | Remarks:
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

18. Are_gl'lléﬁﬁlayees associated with the management _
of a contract completing the CHP 78S, Conflict of X Yes | [JNo | [N/ | Remarks:
Interest Statement, Employee, form?

19 Are problemslgéﬁcerning the contractor's _
performance fully documented in writing and made a Yes | [JNo |[]N/A | Remarks.
part of the contract manager's contract file?

i 20. Are contract amendment request dollar amounts
increased more than 30%? B | OYes | [JNo | [XIN/A | Remarks




|

' Page 3of4
STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

21. Is the length of the contract amendment request Remarks:
more than one year? (OYes | CONo | [XIN/A | Remarks:

22. Are amendments requested before the expiration of R s
the original contract? CJYes | [JNo | [XI N/A | Remarks:

23. Is a service contract on a CHP 78, Contract Request N
initiated for any commercial meeting/conference [JYes | X No | [JN/A | Remarks:
room rental which is expected to exceed $4,999.99 in
total cost?

24. Do conference room rental costs exceeding the $500 Remarke:
per day limit have pre-approval from Assistant (OYes | [ONo |[X] N/A | Remarks:
Commissioner, Staff?

25. Are California Department of Justice (DOJ) and Remarks:
Federal Bureau of Investigation (FBI) fingerprint [(JYes | [(ONo | XIN/A | Remarks:
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

26. Is a driver license check conducted for, but not s
limited to, all of the following types of agreements, if | [ Yes | [JNo | [JN/A | Remarks:

the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(

19)Uninterruptible Power Supply Maintenance and Repair

CHP 680F (Rev 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page

40f4

27.

Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

[ Yes

[J No

X N/A

Remarks:

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

X Yes

[JNo

CIN/A

Remarks:

29.

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

Yes

I No

CIN/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

[ Yes

I No

X N/A

Remarks:

31.

Is a computer file prepared for all contracts
administered?

[ Yes

[ No

X N/A

Remarks:

32.

Is a spreadsheet prepared listing all expenditures?

[ Yes

1 No

X N/A

Remarks:

33.

Is the notification to the contractor documented for
the start date for services to begin?

Yes

] No

CIN/A

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

[ Yes

[J No

X N/A

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

(1 Yes

I No

X N/A

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. I, Ch. 3, Section 3.02.5)

[ Yes

1 No

N/A

Remarks:

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

X Yes

[JNo

I N/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

[]Yes

I No

D N/A

Remarks:

39.

Are any contract payments made prior to the final
%t‘ Yes

approval and execution ajfigieotitract? (SCIL
W .,

Ch. 4, Section 4.09)

[1No

X N/A

Remarks:

CHP 680F (Rev 09-08) OP1010
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STAT‘,':. OF C/ssFORNIA Command: San Division: Valley Chapter: 255-08-004
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Andreas Area Pchases
COMMAN D INSPECTlON PROGRAM Inspected by: Officer Kelly Abercrombie Date: 11/18/08
EXCEFTIONS DOCUMENT '

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action pians, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required,

TYPE OF INSPECTION ] Corrective Action Plan Included

[] Division Level [X] Command Level [] Appeal Included

[] Executive Office Level X Attachments Included

) o [ Forward to: Commander's Signature: Date: )

Follow-up Required: Valley Division

(Jyes I No Due Date: 12/18/08

ter, Inspection:

{ spector’s Comments Regarding Innovative Practices:

Policy in HPM 11.2, Chapter 7 is followed.

[Command Suggestions for Statewide Improvement:

None.

| Inspector's Findings:

No discernable discrepancies found.

CIP 680A (Rev 09-08) OP1010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

Command: San Division: Valley Chapter: 255-08-004
COMMAND INSPECTION PROGRAM Andreas Area Purchases
EXCEPTIONS DOCUM ENT inspected by: Officer Kelly Abercrombie Date: 11/18/08
Page 2

[ Commander’s Response:

Consecutive numbering was done by hand on CHP 43 purchase requisitions. After REDS training the
numbering system will be automatically done by the REDS program.

| Inspector's Comments:

None

qired Action
B o5
| Corrective Action Plan/Timeline

No corrective action needed.

CHil 380A (Rev 09-08) OP1010



* STATE OF CADFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: San
Andreas Area

Division: Valley

Chapler: 255-08-004
Purchases

A

LD

mmander's Basis for Appal:

Inspected by: Officer Kelly Abercrombie

Date: 11/18/08

ppeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

N/A

| Appeal Review/Decision: (This shall be the only level of appeal).

N/A

Date:

nhislo?

Re€pondig Commander's Signalure (for appeal)

Date’

CHP GBOA {Rev 09-08) OP1010
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STATE OF CALIORNA S e I
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL E';’;uated b;. ree k Date: 11/18/08
CONMAND INSPECTION PROGRAM Officer Kelly Abercrombie

Assisted by: Date: 11/18/08
INSPECTION CHECKLIST 0SS! J. Burkman
Chapter 3, Command Procurements
Purchases

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers

, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/for deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature
["] Division Level Xl Command Level
[] Executive Office Level [] Voluntary Self-Inspection / m
FO”OW—Up Required: Commiander’'s Signature: Date:
|:| Yes & No [] Follow-up Inspection ,720_&;){ > /3445
For applicable policy, referto: HPM 11.2, Chapter 7 // /
1. Are participants in the procurement process at the )
command level familiar with the related policies and | X Yes | [ No | [JN/A | Remarks:
procedures for purchasing?
2. Have Approvers/reviewers of purchases received .
procurement training? Yes | (ONo |[JN/A | Remarks:
3. Are prohibited items procured on CHP 43, Purchases _
Requisitions? [IYes | X No |[JN/A | Remarks:
e Supplies for personally — owned equipment
e Commodities for personal use
o Confirming order
* Purchases via the internet
4. Are separate CHP 43s, Purchase Requisitions, _ )
prepared for commodity items obtainable from K Yes | [JNo |[JN/A Szmsg‘ése'tr:isigF;f;;?ﬁgtliwgst
different suppliers or from different statewide bidder
commodity contracts?
5. Is all required information entered on the CHP 43, _
Purchase Requisition? X Yes | [ONo |[JN/A | Remarks:
6. Are the CHP 43, Purchase Requisitions, numbered “ ‘s REDS o, Recaived
e . - . emarks: rng. Receive
; consecutively, starting anew at the beginning of each X vYes | [INo |LINA | 5500 duil be mplomented
fiscal year (July 1)? 11/17/08.
7. Are expedited requests for the purchase of goods 5 . E R
: o emarks: Emergency Req. are
forwardeg to the Assistant Commissioner, Staff, for X vYes | [ONo |[JN/A B o lo Sl el o
approval® Commissioner, Staff These seldom
occur

CHP 6BOC (Rev 09-08) OP| 010



Page 20of3
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases
8. Do specialized items purchased contain the ]
appropriate Division, and/or OP! approvals? X Yes | [JNo |[JN/A | Remarks:
9. Are the CHP 43, Purchase Requisitions, _ .
competitively bid? XYes | ONo |INA ';‘f:;f\g‘; A CHP 315 wibid sheets
10. Does the CHP 315, Price Comparison Worksheet, _
document at least two price quotations? Yes | [INo | [JN/A | Remarks:
11. Are Limited Competitive Bidding purchase requests _ .
that fimit or restrict the purchase to one specific Yes | [ONo |[INA E‘T‘Ig‘;;';si'npé?f&d1”1'ezs ?,r: t;‘fé"%\nnex
brand or model justified and in compliance with SAM B B
35557 ‘
12. Are Limited Competitive Bidding purchase requests '
for items that interface with existing departmental X Yes | (INo |[JN/A | Remarks:
equipment in compliance with SAM 3555.37
13. Do Non-Competitive Bid (NCB) purchase requests R vs: When thi .
chgtoarinptlgen l;lgCBujmu(satri]ftig’?tion and NCB Corrective XIYes | [ONo |[INA | “ETers P ;F";’S:\’A dio" =
14. Are items checked immediately for content and _
damage when delivered? XI Yes | [INo |[JN/A | Remarks:
15. Is the “received copy” of the purchase order .
approved, dated, and forwarded to the Fiscal X Yes | [1No |[JN/A | Remarks:
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?
16. Are freight and/or packing Elips attached to the _ 4 )
|r:el\c/lzgi))/ed copy of the purchase order and sent to X Yes | [ONo | [JN/A g‘;’;;erzsi'nm%ﬁ 1“{?25‘ ?,r; t;‘?'zr(‘g
17. I1s FMS provid'e_d-é photocopy of the purchase order '
and any approved freight or packing slips as X Yes | [JNo |[]N/A | Remarks:
acknowledgement that a portion of the order has
been received?
l e ———— - S
I 18. Is the original "received copy” retained by the
‘ command for completion and forwarding to the FMS | (X Yes | [INo | [JN/A ESHISTS
when the complete shipment is received?
19. Are Damaged items delivered by common carrier R v Ifthi "
5 i ] H emarks IS OCCUrs we wou
acknowledged on the f’r;elght bill by the carrier's driver | [X] Yes ONo | CINA notify PSU by Memorandum. See
before being accepted” HPM 11.2, Pg. 7-26

CHP 680C (Rev 09-08) OPI 010




S3TATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: San Division: Valley

Andreas Area

Chapter: 255-08-004
X-Number Program

Inspected by’ Officer Kelly Abercrombie

Date: 11/18/08

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION
[] Division Level [XI Command Level

[] Executive Office Level

[] Corrective Action Plan Included
(] Appeatl Included
X] Attachments Included

Follow-up Required:

[1Yes

Forward to:
Valley Division

N
No Due Date: 12/18/08

Chapter Inspection:

a-fuadec)

Inspector's Comments Regarding Innovative Practices:

Commander's Signature:

‘Date:

//,G/:" s

Policy is being followed in HPM 11., Chapter 23. The Clerical staff, custodian, and automotive

technician are very aware of procedures.

| Command Suggestions for Statewide Improvement:

None.

| Inspector's Findings:

Policy is being followed.

Clii? BHOA (Rev 09-08) OPI 010




- 3TATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: San Division: Valley
Andreas Area

Chapter 255-08-004

X-Number Program

| Inspected by: Officer Kelly Abercrombie

Date: 11/18/08

[ Commander’s Response:

None.

| Inspector's Comments:

None.

Required Action

| Corrective Action Plan/Timeline

None.

CHP BB0A (Rev 09-08; OP1 010




STATE OF CALIFORNIA
SEPARTMENT OF CALIFORNIA HIGHWAY PATROL

CONMAND INSPECTION PROGRAM

Command: San
Andreas Area

EXCEPTIONS DOCUMENT

Division: Valley

Chapter: 255-08-004
X-Number Program

Page 3

Inspected by: Officer Kelly Abercrombie

Date: 11/18/08

peal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Cmmander’s Basis for Appeal:

N/A

[ Appeal Review/Decision: (This shall be the only level of appeal).

N/A

[ ead Ingpector's Sigpature
I !/ /"
& g/ -----
Fiesogn}i gC r's Slunalure (for appeal):
Lt

—

mina nde
.’r‘”"' -—-“ — -

CHP 680A (Rev OQ-OBML)



' STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 1of2

Command: San
Andreas Area

Division: Valley

Number: 255-08-004
X-numbers

Evaluated by:
Officer Kelly Abercrombie

Date: 11/18/08

Assisted by: OSSI J. Burkman

Dale:
11/18/08

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
(1 Division Level Xl Command Level
[[] Executive Office Level [] Voluntary Self-Inspection % M
Follow-up Required: L] Follow-up Inspection | Comrgander's Signature: Dat7
[1Yes X No “7 //?fﬂ%.—:;’ i /«%%g
For applicable policy, refer to: HPM 11.1, Chapter 23 |, g 4
1. Are muitiple X Numbers awarded to the same vendor Remarks: No. this is orohibited |
. o Mo emarks: No, S IS pr iea in
to circumvent the $4,999 contract limit? [JYes | XINo |[INA HPM 11.1-CH. 23, pe, 2
2. Does all X Number file documentation contain the '
STD. 204 Payee Data Record? X Yes | [JNo | []JN/A | Remarks:
3. Do X Numbers requiring a contract (i.e., janitorial or .
landscaping) have prior approval from the Business Yes | [JNo | [IN/A | Remarks:
Services Section commander?
4. Are X Number requests made prior to the date the )
services are performed? XK Yes | [(ONo |[JN/A | Remarks:
5. Are X Numbers issued for a one-time use? .
|Z| Yes D No D N/A Remarks:
6. Are prohibited services performed using an X .
Number? (JYes | XINo |[]N/A | Remarks:
7. Are X Numbers used for the procurement of a ‘
service and not the purchase of a commodity? D Yes | [INo |[JN/A | Remarks:
8. Are X Numbers issued for telecommunications _
related services pre-approved by Yes | [JNo | [JN/A | Remarks:
Telecommunications Section?
i 9. Do X Numbers used for facilities related services | '
(such as roof repair, electrical) costing over $1,000 Yes | [JNo | [JN/A | Remarks:
have prior approval from Facilities Section?
10. Do X Numbers issued for lapsed contractual " - his s a | ;
i H : usetnisis a
[ agreements have prior approval by the appropriate [IYes | (ONo |[XINA faimt":/" Sl i e
Assistant Commissioner? Landscape contract for lapsed
L" agreement.

CHP 680 (Rev 09-08) OPI010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 20f2

11. Do all X Numbers awarded to a non-small business

vendor contain three price quotations? X Yes | [INo |[JNA | Remarks:
12. Do all X Numbers awarded to a small business R s
vendor contain the small business certification from Xl Yes | [JNo | [JN/A | Remarks:
the Department of General Services (DGS)?
13. Does the file documentation contain the STD. 21 S
Drug Free workplace certification for X Number X Yes | [INo |[JN/A | Remarks:
vendors?
14 Do emergency service X Numbers document and R ‘s
justify the emergency? KYes | [ONo |[JNA | Remaiks:
15. Is the itemized invoice for each X Number service 4 tenti i
maintained in the command's files? X Yes | [JNo | [JN/A | Remarks:4year retention per policy.

CIHP 880E (Rev 09-08) OPI 010
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ATATEL
STATE OF CALIFORNIA Command: Divis on: g Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Sac CC Valle-hJ 3
‘ A Inspected by: Date:
COMIMAND INSPECTION PROGRAM Sarqeant Richard Davis, #11471 12/23/08

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION : [] Corrective Action Plan Included
[] Division Level [X] Command Level [ Appeal Included
[] Executive Office Level [ Attachments Included
Date:

Forward to: Com s Signatdre;
Valley Division

Follow-up Required:

[ Yes BJ No

12/29/08

Due Date: 12/31/08__

ChapterInspection:

Inspector's Comments Regarding Innovative Practices:

None.

| Command Suggestions for Statewide Improvement.

None.

[ Inspector's Findings:

In response to a Comm-Net Message dated September 22, 2008, Sacramento Communications Center
conducted a comprehensive evaluation of the Command’s procurements to ensure compliance with

departmental policy. No discrepancies were noted.
The following documents were completed as part of this inspection:

» Exceptions Document
« Command Procurements Cal-Card Program Inspection Checklist

« Command Procurements Contracts Inspection Checklist
» Command Procurements Purchases Checklist
« Command X-Number Program Inspection Checklist

CHP 680A (Rev 09-08) OP1010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Command: Division: Chapter:
Sacramento CC Valley 3
Inspected by: Date:
Sergeant Richard Davis, #1 1471 12/23/08
Page 2

[ Commander’s Response:

[Inspector's Comments:

e uired Action

Corrective Action Plan/Timeline

N/A

CHP 680A (Rev 09-08) OPi 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Command: Division: Chapter:
Sacramento CC Division 3
Inspected by: Date:
Sergeant Richard Davis, #1 1471 12/23/08
Page 3

‘Appeal Process:  (Appeals shall be filed within five (5) business days of the completed chapfter inspection).

Commander's Basis for Appeal.:

N/A

[Appeal Review/Decision: (This shall be the only level of appeal).

N/A

Lead Inspector's Signature: Date:
‘E:—-QQ hf\ yor V. Dhaen) 12/23/08
Respording Commander's Signature (for appeal): Date:

CHP 6B0A (Rev. 09-08) OF1 010
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Page 10f2
STATE OF CALIFORNIA
DEPARTME’ ~CI CALIFORNIA HIGHWAY PATROL 5 = 5 Ty
ommand. Ivision; m .

COMMAND 'NSPECTION PROGRAM Sac. Comm Center Valley Division 214 —
|NSPECTION CHECKLIST Evalua_led by: ‘ Date:
Chapter 3. Co dP t |_Sgt. Richard Davis #11471 12/23/2008

ap er o, mman rocurements Assisted by: Date:
Cal-Card Program Rose Jauregui, OSSI 12/23/2008

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers
applicable legal statues, or deficiencies noted in the inspec
discrepancies and/or deficiencies shall be documented on

Furthermore, the Exceptions Document shall include any

tions shall be commented on via the
an Exceptions Document and addres
follow-up and/or corrective action

, or fill in the blanks as indicated. Any discrepancies with policy,
"Remarks” section. Additionally, such
sed to the next level of command.,

(s) taken. If this form is used as a Follow-up

Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level X Command Level

[] Executive Office Level ] Voluntary Self-Inspection

Lead Inspector's Signature:

WD s 5,

-

Follow-up Required:

L] Follow-up Inspection
[]Yes No /

For applicable policy, refer to: HPM 11.2, Chapter 3 K(

Compafidars ignature: Date:
77780

22928
)

1. Are all employees associated with the use of the Cal- .
Card program completing the CHP 78S, Conflict of Yes | [ONo |[ONA 5;’?;;‘::;,‘},’:,5,2{’5'3@?“312“6
Interest Statement, Employee, form? '

2. Are STD. 21 Drug Free Workplace certifications .
maintained within the Cal Card command file for [dYes | [ONo |[X N/A | Remarks:
each vendor utilized? '

3. Are STD. 204 Payee Data Record forms maintained .
in the Cal Card command file for each vendor [(dYes | [ONo |[JN/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board '

Form 74 documents maintained for each vendor [IYes | [INo |[XIN/A | Remarks:
utilized?

5. Ifthe vendor is a small business or DVBE is utilized, _
is the certification letter from the Department of [IYes | [JNo |[XIN/A | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and .
reasonable method documented and properly Yes | [JNo | [JN/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order _
to circumvent transaction purchase limits? [JYes | XINo |[JN/A | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the '
purchase? Yes | [ INo |[JN/A | Remarks:

9. Are bank statements reconciled with the CHP 317 _

Cal Card Log and the receipts/invoices? Yes | [JNo | [JN/A | Remarks:

ZHP 680D (Rev 09-08) OFI 010



Page

STATE OF CALIFORNIA
DEPARTMES!: OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Cal-Card Program

10. Is the CHP 317 Cal Carg Log properly authorized

and maintained? Remarks:

(] No ’DN:’A

20f2

Remarks:

I N/A

11. Are credit fnvoices!receipts for returned items
maintained with the bank statement?

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity, M Yes | [ONo |[JN/a | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.

13. Are Cal Cards maintained in a secure area?

| 59 ves | O | CJva | Remares

14. Are Cal Card purchases pre-approved by the _
commander? Yes | [ONo |[JN/A | Remarks:

15. Have all cardholders received training on the
Remarks:

CINA

Department's procurement processes?

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy?

D N/A Remarks:

P 680D (Rev 09-08) OPI 010



Page 10f4

STATEOF ALIFORNIA —
DEPARTME " GF CALIFGRNIA HIGHWAY PATROL g°mga”df 5 3"';;5'°g_ N ;“1”4""”‘”

3 ac. Comm. enter aliey Division 3
COMM£ 'D INSPECTION PROGRAM Evaluated by: Date:
INSPECTI JCHECKLIST Sgt. Richard Davis #11471 12/23/2008

. Assisted by: Date:

Chapter 3, C mand Procurements Rose Jauregui, 0SS! 12/23/2008
Contracts

INSTRUCTIONS: Ans ar individual items with “Yes" or “No” answers
applicable legal statues, r deficiencies noted in

discrepancies and/or deficiencies shall he doguy
Furthermore, the Exceptions Document shall includ

Inspection, the “Follow-up Inspection” box shall be marked and

e any follow-

nlv
only

the inspections shall be comm
mented on an Exceptions Document and addressed to the
up and/or corrective action(s) taken. If thi

i [ o
daficient items n

y discrepancies with policy,
section. Additionally, such
next level of command.

s form is used as a Follow-up

eed to be re-inspecied.

the blanks as indicated. An
ented on via the “Remarks"

, orfill in

TYPE OF INSPECTION

[[] Division Level DI Command Level

[] Executive Office Level O Voluntary Self-Inspection

Lead Inspector's Signature:

mctuﬁa oCéT

-

Follow-up Required: LI Follow-up Inspection

[]Yes No

Date: ﬁ/ [

pas

or applicable policy, refer to: HPM 11.1, Chapter 22 H

= 1.
L Commadider ignature:
e
y f/%‘”%

1. IsaCHP 78 Contract Request used to initiate all

k:
service contracts which are repetitive, regardless of Yes | [JNo |[JN/A | Remarks:
the estimated dollar value?

2. IsaCHP 78 Contract Request used for one-time . ‘J
services exceeding $4,999.997 CYes | [INo N/A | Remarks:

3. Is the Office of Primary interest (OPI) tracking '
numbering beginning with the requesting command XIYes | [INo |[JN/A | Remarks:
three-digit location code used, followed by "CP" for
contract pavable listed on the CHP 787

4. s the performance of contract services monitored .
and documented? X Yes | [INo |[JN/A | Remarks:

5. Are all copies of correspondence with the vendor _
maintained? X Yes | [JNo |[JN/A | Remarks:

6. Are letters for contracts documented and maintained .
which outline any problems related to substandard or | [J Yes | []No X N/A | Remarks:
non-performance of the vendor?

7. Is the final product to be delivered described .
specifically and in as much detail as possible in the Yes | [JNo | [JN/A | Remarks:
CHP 787

8. Areall required levels of approval/signature obtained, '
including the required documentation and approvals | X Yes | [JNo |[JN/A | Remarks:

y contracts per HPM 11.1,
ing the CHP 78 or CHP

for expedite and emergenc
Chapter 22, before forward
78A7

HP 680F (Rev 09-08) OPI 010



STATE OF L \LIFORNIA
DEPARTMEN  GF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 20f4

9.

Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

[ ves

[J No

X N/A

Remarks:

10.

Is all work completed and accepted by the
Department before expiration of contract agreement?

X Yes

[ No

CIN/A

Remarks:

11.

Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

X Yes

[JNo

I NA

Remarks:

12.

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penaities being assessed?

Yes

[J No

CI N/A

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes

[JNo

LI N/A

Remarks:

14.

Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes

(I No

CIN/A

Remarks:

15.

Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

(I No

CINA

Remarks:

186.

Are all applicable form sections of the CHP 78
completed?

X Yes

[INo

I N/A

Remarks:

17.

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

[] Yes

[ No

X N/A

Remarks:

18.

Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

Yes

[ No

LI N/A

Remarks: All employees have
completed up-dated forms.

19.

Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

[ Yes

[J No

DI N/A

Remarks:

20.

Are contract amendment request dollar amounts
increased more than 30%?

[ Yes

X No

[T N/A

Remarks:
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STATE OF “ALIFORNIA
DEPARTMENT ®@F CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 3of4

21.

Is the length of the contract amendment request
more than one year?

X Yes

[ No

D N/A Remarks: 3 Year Contracts

22,

Are amendments requested before the expiration of
the original contract?

B ves

[JNo

D N/A Remarks:

23.

Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

[ Yes

B No

D N/A Remarks:

24

Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

[ Yes

I No

E N/A Remarks:

25,

Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

X Yes

O No

D N/A Remarks: (4) Janitorial Services

e

26.

Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

X Yes

[1No

D N/A Remarks: (17) Telephone Services
(cellular, satellite, and Regular)
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STATE OF CALIFORNIA
DEPARTMENT OF CAUFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information _
forwarded to Contract Services Unit (CSU), along Yes | [JNo | []N/A | Remarks:
with the contract number for retention after
Commander review?

28. Is CSU advised by the command to determine if .
adverse information discovered is grounds for XIYes | [ONo | [JN/A | Remarks:
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor s
personnel)?

29. Are all invoices, records, and relevant documentation .
maintained for three vears after the final paymentof | [X]Yes | [JNo | []JN/A | Remarks:
the contract?

30. Is a log sheet maintained for a diary of activities _
related to the contract? K Yes | [ONo |[JN/A | Remarks:

31. Is a computer file prepared for all contracts )
administered? X Yes | [ONo |[JN/A | Remarks:

32. Is a spreadsheet prepared listing all expenditures? .

Yes D No D N/A Remarks:

33. Is the notification to the contractor documented for .
the start date for services to begin? Yes | [JNo |[JN/A | Remarks:

34. Is the contractor contacted to determine if all invoices ,
have been received in order to oversee the DYes | [ONo | [JN/A | Remarks:
completion of the contract?

35. Do consultant services contracts of $1,000 or more .
contain detailed performance criteria and a schedule LlYes | [INo N/A | Remarks:
for performance? (SCM Vol. I, Ch. 3, Section 3.02.1)

36. Does the contract file contain the STD. 4 Contractor .
Evaluation form for consultant contracts? (IYes | [ONo |[X]N/A | Remarks:

L (SCM Vol. I, Ch. 3, Section 3.02.5)

37. Does Contract work only begin after approval of the _
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) Yes | [JNo | []N/A | Remarks:

38. Are the requirements for Government Code Section _
19130 (a) or (b) documented and justified for [IYes | [INo |[XN/A | Remarks:
personal service contracts? (GC 19130 & SCM Vol. |,

Ch. 7, Section 7.05)

39. Are any contract payments made prior to the final .

approval and execution of the contract? (SCM Vol. I, [dYes | IINo |[JN/A | Remarks:
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Command: Division: Number:
STATE OF CALIFORNIA e ;
DEPARTMENIT OF CALIFORNIA HIGHWAY PATROL gf:iugfa";";fe“‘a’ Yallay Dlvision 2
COMMAND INSPECTION PROGRAM Sat. Richard Davis 11471 12/23/2008

Assisted by: Date:
INSPECTION CHECKLIST L Rose Jauregui, OSSI 12/23/2008
Chapter 3, Command Procurements

Purchases

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the bl
applicable legal statues, or deficiencies noted in the inspections shall be commented

discrepancies and/or deficiencies shall be documented on an Exceptions Document
Furthermore, the Exceptions Document shall include any follow-up and/or corrective

Inspection, the “Follow-up Inspection” box shall be marked and only deficient items n

anks as indicated. Any discrepancies with policy,
on via the “Remarks" section. Additionally, such
and addressed to the next level of command.

action(s) taken. If this form is used as a Follow-up

eed to be re-inspected.

TYPE OF INSPECTION

[ Division Level X Command Level

[J Executive Office Level

L] Voluntary Self-Inspection

Lead Inspector's Signature:

;D%Q@@ﬂm%

)

Follow-up Required:
[1Yes - No

[] Follow-up Inspection /

Com

Date:

274

For applicable policy, refer to: HPM 11.2, Chapter 7

S|

>,

1. Are participants in the procurement process at the

command level familiar with the related policies and D Yes | (ONo |[JN/A | Remarks:
procedures for purchasing?
2. Have Approvers/reviewers of purchases received _
procurement training? Yes | [ONo |[JN/A | Remarks:
3. Are prohibited items procured on CHP 43, Purchases _
Requisitions? [IYes | X No |[JN/A | Remarks:
e  Supplies for personally — owned equipment
* Commodities for personal use
* Confirming order
e Purchases via the internet
4. Are separate CHP 43s, Purchase Requisitions, _
prepared for commodity items obtainable from K Yes | [ONo |[JN/A | Remarks:
different suppliers or from different statewide
commodity contracts?
5. Is all required information entered on the CHP 43, _
Purchase Requisition? Yes | [ONo | [ N/A | Remarks:
6. Are the CHP 43, Purchase Requisitions, numbered _
consecutively, starting anew at the beginning of each Yes | [JNo |[JN/A | Remarks:
fiscal year (July 1)?
7. Are expedited requests for the purchase of goods '
forwarded to the Assistant Commissioner, Staff, for [Jvyes | [ONo N/A | Remarks:

approval?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 20f3

8.

Do specialized items purchased contain the
appropriate Division, and/or OPI approvals?

X Yes

I No

CIN/A

Remarks:

Are the CHP 43, Purchase Requisitions,
competitively bid?

X Yes

[J No

LI N/A

Remarks:
needed.

Only when specifically

10.

Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

X Yes

[ No

LIN/A

Remarks:

11.

Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM

35557

[ Yes

[J No

I N/A

Remarks:

12.

Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

[J Yes

[J No

X NIA

Remarks:

13.

Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

] Yes

[ I No

B N/A

Remarks:

14.

Are items checked immediately for content and
damage when delivered?

X Yes

[JNo

LI N/A

Remarks:

15.

Is the "received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes

[JNo

LI NIA

Remarks:

16.

Are freight and/or packing slips attached to the
received copy of the purchase order and sent to

FMS?

X Yes

(I No

LI N/A

Remarks:

L

17.

Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes

[ No

CIN/A

Remarks:

18.

Is the original “received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes

[INo

LI N/A

Remarks:

19.

Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver

before being accepted?

X Yes

[ No

LI N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page
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20. Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes

[J No

O NnA

Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

B Yes

I No

L1 N/A

Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. I, Ch. 11, Topic 4)

X Yes

[J No

CIN/A

Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

Yes

I No

CIN/A

Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

[] Yes

X No

L1 N/A

Remarks
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFC . wVAY PATROL Command: Division: Number:

- . Sac. Comm. Center Valley Division 214
COMMAND IN. .CTION PROGRAM | 82 Comm. : Date:
INSPECTION CHECKLIST Sgt. Richard Davis #11471 12/23/2008

Assisted by: Date:
Chapter 3, Command Procurements Rose Jauregui, OSSI 1212312008

X-Number Program

INSTRUCTIONS: Answer individual items with “Yes" or
applicable legal statues, or deficiencies noted in the insp
discrepancies and/or deficiencies shall be documented

*No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
ections shall be commented on via the “Remarks” section. Additionally, such
on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up

Inspection, the “"Follow-up Inspection” box shall be marked and

only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level

[] Executive Office Level

] Command Level

[ Voluntary Self-Inspection

Lead Inspector's Signature:

CLLOD v S

Follow-up Required:

L] Follow-up Inspection

[]Yes No

/,Gﬁ'mm de

ignature:

AN -

Date:

2208

For applicable policy, refer to: HPM 11.1, Chapter 23 (<

y/

J

1. Are multiple X Numbers awarded to the same vendor [ '
to circumvent the $4,999 contract limit? [JYes | XINo |[[JN/A | Remarks:

2. Does all X Number file documentation contain the .
STD. 204 Payee Data Record? Cvyes | [OINo N/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or ,
landscaping) have prior approval from the Business XlYes | [JNo |[JN/A | Remarks:
Services Section commander?

4. Are X Number requests made prior to the date the _
services are performed? Yes | [ONo | [JN/A | Remarks:

5. Are X Numbers issued for a one-time use? ,

Yes D No D N/A Remarks:

6. Are prohibited services performed using an X .
Number? [IYes | XINo | [JN/A | Remarks:

7. Are X Numbers used for the procurement of a .
service and not the purchase of a commodity? Yes | [INo |[[JN/A | Remarks:

8. Are X Numbers issued for telecommunications _
related services pre-approved by [(Oyes | [JNo N/A | Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services '
(such as roof repair, electrical) costing over $1,000 [(1Yes | [JNo N/A | Remarks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual '
agreements have prior approval by the appropriate [JYes | [ONo |[XN/A | Remarks:
Assistant Commissioner?
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STATE OF CALIFORNIA
DEPARTMENT OF, CALIFC JAGHWAY PATROL

COMMAND IN. ECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page

20f2

11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations?

[ Yes

I No

X N/A

Remarks:

12. Do all X Numbers awarded to a small business
vendor contain the small business certification from
the Department of General Services (DGS)?

X Yes

CJ No

CINA

Remarks:

13. Does the file documentation contain the STD. 21
Drug Free workplace certification for X Number
vendors?

X Yes

[ONo

I N/A

Remarks:

14. Do emergency service X Numbers document and
justify the emergency?

X Yes

[ No

I NA

Remarks:

15. Is the itemized invoice for each X Number service
maintained in the command'’s files?

X Yes

O No

LI N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Division:
Valley

Command:

245-Placerville

Inspected by:

J. MacDowell, #10209

12/16/08

——

INSTRUCTIONS: This document shall be typed. Check appropriate

in the Chapter Inspectio
due date. This document shall be u

number of the inspection
shall be routed to and its

improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A

additional space is required.

tilized to document innovative practices, suggestions for statewide

boxes as necessary, or fill in the blanks as indicated. Enter the chapter
n number. Under “Eorward to:" enter the next level of command where the document

CHP 51 Memorandum may be used if

TYPE OF INSPECTION

[[] Division Level X Command Level

[ Executive Office Level

M~ Corrective Action Plan Included
[] Appeal Included
[] Attachments Included

—

Follow-up Required: Forward to:

Commander’s Signature: Date:

7] Yes [UNo

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

Due Date:

Wy

12/ 9ley”

[Command Suggestions

for Statewide Improvement:

z

Inspector's Findings:

]

There were basically no corrective measures identified with respect to Area’s use and issuance of X

numbers.

X number Section 13 —the inspection reveale
been updated to reflect current policy relating
number vendors.

including Area SOP, has not
workplace certification for X

d that file documentation,
to the STD 21 Drug Free



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Command: Division: t
245-Placerville | V&'

\ Inspected by: Date:

[ Commander’s Response: |

Placerville Area will update file documentation by 3/1/09.

\ Inspector's Comments:

Required Action

Corrective Action Plan/Timeline

X Number Section 13 —=The Command will update file documentation for X numbers. Specifically,
the STD 21 certification for X Number vendors. Additionally, the Area SOP will also be updated to
reflect current changes to the X Number program. This will be completed no later than March 1, 2009.



t

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL.

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Command: Division: Chapter:
T |y e
Inspected by: Date:
Page 3 ' ‘g. p‘l,,{irp_ DW [z_/g{, /05,/\

App eal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

\ Appeal Review/Decision: (This shall be the only level of appeal). j




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Lead Inspector’'s Signature:

Date:

Responding Commander's Signature (for appeal):

Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL S S =
CONMMAND INSPECTION PROGRAM Placerville Valley
INSPECTION CHECKLIST T e
Chapter 3, Command Procurements Dee Dee Troutte OSS1 03/04/2009
Cal-Card Program Assisted by: Date:

T. Brown, Sgt. #14738 03/04/2009

INSTRUCTIONS: Answer individual items with vyes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:

[] Division Level X] Command Level

Executive Office Level Voluntary Self-Inspection 4_*
D D y p p 5 ”m

Follow-up Required: | LJ Follow-up Inspection %na Signature: Date:

[] Yes B No 3/(/ 20U7

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal- _
Card program completing the CHP 788, Conflict of X vYes | [ONo |INA Remarks:

Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications .
maintained within the Cal Card command file for X Yes | [INo ] N/A | Remarks:

each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained

in the Cal Card command file for each vendor KYes | (ONo |[LINA Remarks:
utilized?

4 Are California Integrated Waste Management Board .
Form 74 documents maintained for each vendor JYes | XINo | CINA Remarks:
utilized?

5 If the vendor is a small business or DVBE is utilized, _
is the certification letter from the Department of X Yes | [1No | LIN/A RENGETES:

General Services maintained in the file?

6 When fair and reasonable is utilized, is the fair and _
reasonable method documented and properly X Yes | [ONo |[INA IREETS:

justified?

7. Are purchases split into multiple transactions in order _
to circumvent transaction purchase limits? [1Yes | XINo |[INA Remarks:

8. Does the CHP 317 Cal Card Log fully describe the .
purchase? XK vYes | CINo | CINA Remarks;

9. Are bank statements reconciled with the CHP 317 _
Cal Card Log and the receipts/invoices? X Yes | [INo | [INA | REMAKS:

CHP 680D (Rev 09-08) OP1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
10. 1s the CHP 317 Cal Card Log properly authorized Remaks:
and maintained? ves | [INo |[INA | Remars:
11. Are credit invoices/receipts for returned items R ‘s
maintained with the bank statement? Yes | [ONo | [N/ | Remars
12. Do non-itemized purchase receipts/invoices Remarks:
document the purchase by listing the commodity, Yes | [INo | [JN/A | Remams:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? .
Yes | [ONo | [JN/A | Rematks:
14. Are Cal Card purchases pre-approved by the )
commander? < Yes | CINo | [IN/A | Remare:
15. Have all cardholders received training on the R antEEE
Department's procurement processes? Yes | [INo |[JNA | Remars
16. Are item(s) purchased with the Cal Card prohibited Remarks:
by departmental policy? [JvYes | X No | CINA Sl

CHP 680D (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM Ev':i‘?ez\fwe Valley —
INSPECTION CHECKLIST Dee Dee Troutte, 0SS1 03/04/2009
Chapter 3, Command Procurements Assisted by: T
Contracts | T. Brown, Sgt. #14738 03/04/2009

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the blanks as in
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the
discrepancies and/or deficiencies shall be documented on an Exceptions D
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s)
inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be 1

dicated. Any discrepancies with policy,
“Remarks” section. Additionally, such

ocument and addressed to the next level of command.
taken. If this form is used as a Follow-up

e-inspected.

Lead Inspector's Signature:

TYPE OF INSPECTION
] Division Level Command Level
[] Executive Office Level [C] Voluntary Self-Inspection /M{
Follow-up REQUired: D Follow-up Inspection Commanders Signature: Date:
[]Yes No W&/@W = '5/5’/ Z009
For applicable policy, refer to: HPM 11.1, Chapter 22
1 Is a CHP 78 Contract Request used to initiate all '
senvice contracts which are repetitive, regardiess of Yes | [ONo |[INA Remarks:
the estimated dollar value?
5 |s a CHP 78 Contract Request used for one-time '
services exceeding $4,999.997 Yes | [INo |[INA Remarks:
3. |s the Office of Primary Interest (OPI) tracking .
numbering beginning with the requesting command ves | [INo |[CIN/A | Rematks
three-digit location code used, followed by "CP" for
contract payable listed on the CHP 787
4. s the performance of contract services monitored .
and documented? < Yes | [No [ N/A Remarks:
5. Are all copies of correspondence with the vendor _
maintained? Yes | [JNo | [IN/A | Rematks:
6. Are letters for contracts documented and maintained '
which outline any problems related to substandard or ves | [ONo |[INA Remarks:
non-performance of the vendor?
7 |s the final product to be delivered described I _
specifically and in as much detail as possible in the X Yes | [I1No |[INA [REIBLES:
CHP 787
8. Areall required levels of approval/signature obtained, _
including the required documentation and approvals X Yes | []No 1 N/A Remarks:
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7

GHP 680F (Rev 09-08) OP1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six )

months from the anticipated start date of the contract X Yes | [ONo |[INA REmarkE:

pre-approved by Assistant Commissioner, Staff, for
expedited processing?

70, Is all work completed and accepted by the S omars
Department before expiration of contract agreement? Yes | [ONo |LCINA Saks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the X Yes | (INo |[INA Remarks:
manner specified in the contract (.., review
progress reports and interim products)?

12. Are invoices for payment reviewed and approved to = -
substantiate expenditures for work performed and to ves | [INo |[JN/A | Remars

prevent penalties being assessed?

13. Are contract expenditures monitored fo ensuré there .
are sufficient funds to pay for all services rendered Xl Yes | (ONo |[INA REMAS

as required by contract?

14. Does the requestor verify the contractor has fulfilled _
all requirements of the contract before approving the | & Yes CONo | INA Remarks:

final invoice?

75 1s the final invoice identified and approved, as _
appropriate and forwarded to Fiscal Management Xl Yes | [INo |[LINA Remarks:

Section for payment?

16. Are all applicable form sections of the CHP 78 _
completed? ves | [INo |[CINA Remarks:

17. Do emergency contracts document and justify a

sudden. unexpected occurrence that poses a clear Yes | [INo |[ONA Remarks:
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

18. Are all employees associated with the management _
of a contract completing the CHP 788, Conflict of ves | [JNo |[JN/A | Remaks:

Interest Statement, Employee, form?

19. Are problems concerning the contractor’s _
performance fully documented in writing and made a Yes | O No | CINA Remarks:

part of the contract manager's contract file?

20. Are contract amendment request dollar amounts _
increased more than 30%7 [JYes | X No |[JNA Remarks:

CHP 680F (Rev 09-08) OP1010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. Is the length of the contract amendment request )
more than one year? JvYes | K No |[INA Remarks:

22 Are amendments requested before the expiration of .
the original contract? Yes | (O No |LINA Remarks:

53 s a service contract on a CHP 78, Contract Request .
initiated for any commercial meeting/conference [Yes | JNo N, | TREmEE:
room rental which is expected to exceed $4,999.99 in
total cost?

24 Do conference room rental costs exceeding the $500 ‘
per day limit have pre-approval from Assistant [JYes | (ONo |BXINA Remarks:
Commissioner, Staff?

25 Are California Department of Justice (DOJ) and ‘
Federal Bureau of Investigation (FBI) fingerprint [JYes | [JNo N/A | Remars
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

26. Is a driver license check conducted for, but not _
limited to. all of the following types of agreements, if [JvYes | [ONo |KINA Remarics:

the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpet Installation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
Graphic Arts Equipment Maintenance and Repair
) Heating, Ventilation, and Air Conditioning Service
1) Laundry/Linen Service
) Office Machine Maintenance and Repair
3) Painting Services (interior of facility)
4) Plumbing Services
5) Scale Mainienance and Repair
6) Steam Cleaning Services (Carpet, not scales)
7
8

)
0
2

(
{
(
(
(
(
(

(

(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(1

9)Uninterruptible Power Supply Maintenance and Repair

9
1
1
1
1
1
1
1
1
1
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATRCL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

57 Are all driver license and fingerprint information .
forwarded to Contract Services Unit (CSU), along Xl Yes | [INo |[JNA Remarks:
with the contract number for retention after
Commander review?

58, |s CSU advised by the command to determine if _
adverse information discovered is grounds for ves | [INo | INA Remarks]
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

29. Are all invoices, records, and relevant documentation _
maintained for three years after the final payment of K Yes | CINo | LINA Remarks:
the contract?

30. Is a log sheet maintained for a diary of activities .
related to the contract? X Yes | [1No ] N/A Remarks:

31. Is a computer file prepared for all contracts .
administered? ves | [INo |[INA | Remarks

32. |s a spreadsheet prepared listing all expenditures? _

& Yes D No D N/A Remarks:

33 |s the notification to the contractor documented for _
the start date for services to begin? Yes | [ONo |[INA Remarks:

34. |s the contractor contacted to determine if all invoices .
have been received in order to oversee the Yes | [INo | CNA REMALE:
completion of the contract?

35. Do consultant services contracts of $1,000 or more _
contain detailed performance criteria and a schedule Yes | [ No | CINA Remarks:
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

36 Does the contract file contain the STD. 4 Contractor _
Evaluation form for consultant contracts? Yes | [INo | [INA Remarks:
(SCM Vol. I, Ch. 3, Section 3.02.5)

37 Does Contract work only begin after approval of the Il _
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) X vYes | [INo |[INA REES

38. Are the requirements for Government Code Section _
19130 (a) or (b) documented and justified for ves | [INo |[INA REMarks:
personal service contracts? (GC 19130 & SCM Vol. [,

Ch. 7, Section 7.05)

39. Are any contract payments made prior to the final ‘

approval and execution of the contract? (SCM Vol. |, X No | LIN/A IREMmaliS:

Ch. 4, Section 4.09)

] Yes

CHP 680F (Rev 09-08) OP1010
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STATE OF CALIFORNIA Command: ) Division: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Placerville Valley .
COMMAND INSPECTION PROGRAM EualiSisgioy e
INSPECTION CHECKLIST Dee Dee Troufte OSS1 Do kel
Chapter 3, Command Procurements T. Brown, Sgt. #14738 03/04/2009
Purchases -

INSTRUCTIONS: Answer individual iters with “Yes" or

“No" answers, or fill in the blanks

as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up andlor corrective action(s) taken.

If this form is used as a Follow-up

Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
] Division Level X] Command Level
[[] Executive Office Level ] Voluntary Self-lnspection//?!’;\J

Follow_up Requ[red Commander's Signature: Date:

D Yes X No ] Follow-up Inspection ‘m E/Q/ZM?
For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement pracess at the ] _
command level familiar with the related policies and X Yes | [INo CIN/A Remarks:
procedures for purchasing?

5. Have Approvers/reviewers of purchases received .
procurement training? ves | [ONo |[INA Remarks:

3. Are prohibited items procured on CHP 43, Purchases _
Requisitions? ] Yes No | [JN/A Remarks:

o Supplies for personally — owned equipment
« Commodities for personal use
o Confirming order
« Purchases via the internet
|

4. Are separate CHP 43s, Purchase Requisitions, '
prepared for commodity items obtainable from ves | [ONo |[INA Reqarks:
different suppliers or from different statewide
commodity contracts?

5 |s all required information entered on the CHP 43, i _
Purchase Requisition? X Yes | [INo I NIA Remarks:

6 Are the CHP 43, Purchase Requisitions, numbered ‘
consecutively, starting anew at the beginning of each ves | [ONo | [ NA Remarks:
fiscal year (July 1)?

7. Are expedited requests for the purchase of goods .
torwarded to the Assistant Commissioner, Staff, for B4 Yes | [INo [ N/A Remarks:
approval?

e, _L _ __..__1______4’J_———_______________
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases
8 Do specialized items purchased contain the ] Remarks:
appropriate Division, and/or OPI approvals? Yes | [ONo |[INA SmAnks:
9. Are the CHP 43, Purchase Requisitions, Remarke:
competitively bid? K Yes | CINo [ N/A | Remans:
10. Does the CHP 315, Price Comparison Worksheet, o
document at least two price quotations? X Yes | [INo ] N/A | Remarks:
11. Are Limited Competitive Bidding purchase requests ——
that limit or restrict the purchase to one specific X Yes | [dNo [ N/A | Remarks:
brand or model justified and in compliance with SAM
35557

12 Are Limited Competitive Bidding purchase requests N s
for items that interface with existing departmental Xl Yes | [INo [ N/A | Remars:
equipment in compliance with SAM 3555.37

13. Do Non-Competitive Bid (NCB) purchase requests Remarks:
contain the NCB justification and NCB Corrective [QYes | CINo X N/A | Remars:

Action Plan documents?

14, Are items checked immediately for content and R ‘
damage when delivered? 4 Yes | [INo CIN/A emarks:

15. |s the "received copy" of the purchase order

approved, dated, and forwarded to the Fiscal X Yes | [INo I N/A Remarks:
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?
16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to ves | [INo |[INA Remarks:

FMS?

-
17. Is FMS provided a photocopy of the purchase order .
and any approved freight or packing slips as ves | [ONo |INA EeMES

acknowledgement that a portion of the order has
been received?

18. Is the original “received copy” retained by the .
command for completion and forwarding to the FMS | I Yes | [INo [] /A | Remarks:

when the complete shipment is received?

19. Are Damaged items delivered by common carrier I _
acknowledged on the freight bill by the carrier's driver ves | [INo |[JNA Remarks:

before being accepted?

IS I F—




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page

30of3

20.

Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not

yet been prepared?

Yes

[ No

CIN/A

Remarks:

21.

Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes

[ No

I N/A

Remarks:

22.

Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. iI, Ch. 11, Topic 4)

X Yes

[ No

CIN/A

Remarks:

23.

Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

Yes

[J No

[ N/A

Remarks:

24,

Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

[ Yes

B4 No

O N/A

Remarks:

P e T
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STATE OF SALIFORNIA — :
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Sogeng: ] Clviston: SR
COMMAND INSPECTION PROGRAM | 24 -Placerville | Vatey 55

Evaaled by: P
RSt EGTION GHEGILIST J. iM2:Dowell #10209 12/16/08
Chapter 3, Command Procurements ~ASBed by Date:
X-Number Program

INSTRUCTIONS: Answer individual items with “Yes"” or “No" answers, or fill in the blanks as indicated. Any discrepanci_e_s with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies andlor deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked ad only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspeclor's Signature:
[} Division Level! Command Level Q

/ Ml—lﬁ‘wﬁ’
[ Executive Office Level O Voluntary Self-Inspection /l’ﬁ !

Follow-up Required: (] Follow-up Inspection Comma’ndm’ Date: /

[] Yes X No A ( /1Z /?/‘95/
For applicable policy, refer to: HPM 11.1; Chapte- 23 ZO W{’Zt Lt 3 /-//z,az 7

1. Are multiple X Numbers awarded to the same vendor Ramike:
to circumvent the $4,999 contract limit? [] Yes No | []N/A | Remarks:

2. Does all X Number file documentation contain -he Remarks:

STD. 204 Payee Data Record? Yes | [JNo | [JN/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitor af or Remarks:
landscaping) have prior approval from the Business | []Yes | [JNo | [ N/A | Remarks:
Services Section commander?

4. Are X Number requests made prior to the date the R
services are performed? X Yes | [ONo |[JN/A | Remarks:

5. Are X Numbers issued for a one-time use? )

[Z] Yes D No D N/A Remarks:

6. Are prohibited services performed using an X. )
Number? (] Yes No | [JN/A | Remarks:

7. Are X Numbers used for the procurement of a . 1
service and not the purchase of a commodity? K Yes | [JNo |[N/A | Remarks:

8. Are X Numbers issued for telecommunications i ile Area h
related services pre-approved by [JYes | (ONo | XINA 22?:::85& Zf():(emlrllfbe:efir ::ynever
Telecommunications Section? telecommunications related services.

9. Do X Numbers used for facilities related services )

(such as roof repair, electrical) costing over $1,00 Kyes | [INo | [N/ | Remarks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual .
agreements have prior approval by the appropriate Yes | [ONo |[[JN/A | Remarks:
Assistant Commissioner?

CHP 6B0E (Rev, 09-08) OP! 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 20f2

11. Do all X Numbers awarded to a non-small business

vendor contain three price quotations? RYes | [INo |[IN/A | Remarks:

12. Do all X Numbers awarded to a small business Remarks:
vendor contain the small business certification from Yes | [JNo |[JN/A | Remarks:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 Remarks: File d at J
Drug Free workplace certification for X Number KYes | [INo |[INA | €09 p‘zatég' ir?;ﬂig gg’;.”ee S
vendors? indicating STD 21 certificiation.

14. Do emergency service X Numbers document and s:
justify the emergency? Yes | [INo |[JN/A | Remarks:

15. Is the itemized invoice for each X Number service ‘s
maintained in the command's files? X Yes | [ONo | CIN/A | Remarks:

CHP 680E (Rev. 09-08) OPI 010
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STATE OF GALIFORNIA Command: Division: Chapter:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Oroville Valley 3
COMMAND INSPECTION PROGRAM Inspected by: Date:
Perlstein 12/18/08

Page 1 of 3

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION ] Corrective Action Plan Included

[ Division Level [X] Command Level Appeal Included

[] Executive Office Level [] Attachments included
Follow-up Required: Forward to: Czjj‘ljders nature: Date:
[Jves  XINo Due Date: . [ S 12/22/08

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

| Command Suggestions for Statewide Improvement:

| Inspector’s Findings: ]

Area command is aware of the responsibility and importance of proper purchasing and procurement
processes. The office services supervisor, Joyce Gutierrez, is knowledgeable and conscientious

regarding maintaining proper controls.

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
Page 2 of 3

Command: Division: Chapter:
Oroville Valley 3
Inspected by: Date:
Peristein 12/18/08

[[Commander’s Response:

Commander acknowledges the findings.

[ Inspector's Comments:

Not applicable.

euired Action

Corrective Action Plan/Timeline

CHP 680A (Rev. 09-08) OPt 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

" COMMAND INSPECTION PROGRAM
" Page 30f3

Command: Division: Chapter:
Oroville Valley 3
inspected by: Date:
Peristein 12/18/08

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

[Appeal Review/Decision:_(This shall be the only level of appeal).

P
Lead nspector’slynature: Date:
A I, S— i2-21-¢
Responding Commander's Signature (for appeal):

| Date:

CHP 680A (Rev 09-08) OPI 010
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STATE OF CALIFORNIA Command: Division: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Oroville Valley 240
COMMAND INSPECTION PROGRAM | Bretiaied by Date:
INSPECTION CHECKLIST e San
Chapter 3, Command Procurements Gutierrez. 12/18/08

Cal-Card Program

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include_any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

] Division Level

X Command Level

[J Executive Office Level (] Voluntary Self-Inspection

Lead Inspector's Signature:

Py

Follow-up Required:

[1Yes X No

[] Follow-up Inspection

Co[v ander;j \Fnature
N r{\-l-—ﬁrbr‘/

Date:
-9

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal- _
Card program completing the CHP 78S, Conflict of XvYes | [JNo |[JN/A | Remarks:
Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications _
maintained within the Cal Card command file for Yes | [ONo |[JN/A | Remarks:
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained _
in the Cal Card command file for each vendor X Yes | [ONo |[JN/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board _
Form 74 documents maintained for each vendor X Yes | [INo |[IN/A | Remarks:
utilized?

5. If the vendor is a small business or DVBE is utilized, )
is the certification letter from the Department of Yes | [INo |[JN/A | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and '
reasonable method documented and properly ClYes | (ONo | X N/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order ‘
to circumvent transaction purchase limits? [(IYes | X No |[[JN/A | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the _
purchase? X Yes | [(INo |[JN/A | Remarks:

9. Are bank statements reconciled with the CHP 317 .
Cal Card Log and the receipts/invoices? X Yes | [ONo |[JN/A | Remarks:

CHP 680D (Rev 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page

20f2

10. Is the CHP 317 Cal Card Log properly authorized
and maintained?

X Yes

] No

LI N/A

Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement?

Yes

] No

CIN/A

Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

[] Yes

1 No

X N/A

Remarks:

13. Are Cal Cards maintained in a secure area?

X Yes

1 No

1 N/A

Remarks:

14. Are Cal Card purchases pre-approved by the
commander?

X Yes

] No

CIN/A

Remarks:

15. Have all cardholders received training on the
Department's procurement processes?

X Yes

J No

LI N/A

Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy?

] Yes

X] No

LI N/A

Remarks:

CHP 680D (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command. Division: U CE:
COMMAND INSPECTION PROGRAM Oroville Valley 3410.
INSPECTION CHECKLIST E\s:r;(t:idnby. ate.
Chapter 3, Command Procurements Aesmiod by =
Contracts Gutierrez 12/18/08

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
] Division Level Xl Command Level (/ p
] Executive Office Level [] Voluntary Self-Inspection ‘ /\Cﬂ.u T ~—""
Follow-up Required: ] Follow-up Inspection Co(u;afe)r's Sizﬁyﬂre: Date:
[ ]Yes X No ) s~ (33204

For applicable policy, refer to: HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all .
service contracts which are repetitive, regardless of Yes | [ONo |[JN/A | Remarks:

the estimated dollar value?

2. Is a CHP 78 Contract Request used for one-time .
services exceeding $4,999.997 [JYes | [INo N/A | Remarks:

3. Is the Office of Primary Interest (OPI) tracking _
numbering beginning with the requesting command [JYes | [No N/A || Remarks:

three-digit location code used, followed by “CP" for
contract payable listed on the CHP 787

4. s the performance of contract services monitored .
and documented? Yes | [INo |INA Remarks:

5. Are all copies of correspondence with the vendor .
maintained? Xl Yes [INo |[ONA Remarks:

6. Are letters for contracts documented and maintained '
which outline any problems related to substandard or [(dYes | [INo | XINA Remarks:

non-performance of the vendor?

7. s the final product to be delivered described '
specifically and in as much detail as possible in the [(JYes | [(ONo | XINA Remarks:

CHP 787

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals | [] Yes [INo | XIN/A | Remarks:
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7?

CHP 680F (Rev 08-08) OPI1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six Remarks:
months from the anticipated start date of the contract | [JYes | [ No X N/A | Remarks:

pre-approved by Assistant Commissioner, Staff, for
expedited processing?

10. Is all work completed and accepted by the R )
Department before expiration of contract agreement? Yes | [JNo |[JN/A | Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the X Yes | [JNo |[JN/A | Remarks:
manner specified in the contract (e.g., review
progress reports and interim products)?

12. Are invoices for payment reviewed and approved to .
substantiate expenditures for work performed andto | X Yes | [ No | [JN/A IREPARES:

prevent penalties being assessed?

13. Are contract expenditures monitored to ensure there _
are sufficient funds to pay for all services rendered [Clyes | ONo | XINA Remarks:

as required by contract?

14. Does the requestor verify the contractor has fulfilled .
all requirements of the contract before approving the Yes | [ONo |[JN/A | Remarks:

final invoice?

15. Is the final invoice identified and approved, as _
appropriate and forwarded to Fiscal Management X Yes | [INo |[JNA | Remaks:

Section for payment?

16. Are all applicable form sections of the CHP 78 _
completed? [JYes | [INo |[XN/A | Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear [JvYes | [ONo |[XINA | Remarks:
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

18. Are all employees associated with the management _
of a contract completing the CHP 78S, Conflict of X Yes | [INo |[[JNA | Remarks:

Interest Statement, Employee, form?

19. Are problems concerning the contractor's .
performance fully documented in writing and made a | [X] Yes | [ No |[]N/A REmane:

part of the contract manager's contract file?

1 20. Are contract amendment request dollar amounts _
L increased more than 30%? CvYes | [INo [XINA “Emarks.

CHP 680F (Rev 09-08) OPI1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. Is the length of the contract amendment request R ‘s
more than one year? OYes | CONo | [XIN/A | Remars:

22. Are amendments requested before the expiration of ‘s
the original contract? [JYes | [INo |[DXIN/A | Remarks:

23. Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference [JYes | [ONo |[X N/A | Remarks:
room rental which is expected to exceed $4,999.99 in
total cost?

24. Do conference room rental costs exceeding the $500 -
per day limit have, pre-approval from Assistant [IYes | [ONo |[XIN/A | Remarks:

Commissioner, Staff?

25, Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint X Yes | [ONo | [JN/A | Remarks:
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

26. |s a driver license check conducted for, but not
limited to, all of the following types of agreements, if | X Yes | [JNo | [JN/A | Remarks:
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

} Elevator Maintenance and Repair

} Fire Extinguisher Service

) Garage Door Maintenance and Repair

}  Graphic Arts Equipment Maintenance and Repair

0) Heating, Ventilation, and Air Conditioning Service

1) Laundry/Linen Service

2) Office Machine Maintenance and Repair

3) Painting Services (interior of facility)

4) Plumbing Services
) Scale Maintenance and Repair

)

(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

CHP 680F (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page
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[ 27. Are all driver license and fingerprint information

forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

] Yes

X No

L1 N/A

Remarks:

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

] Yes

I No

X N/A

Remarks:

29,

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes

I No

L1N/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

[ Yes

X No

C1N/A

Remarks:

31.

Is a computer file prepared for all contracts
administered?

[] Yes

X No

LIN/A

Remarks:

32.

Is a spreadsheet prepared listing all expenditures?

(] Yes

X No

LINA

Remarks:

33.

Is the notification to the contractor documented for
the start date for services to begin?

[] Yes

I No

X N/A

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

] Yes

I No

X N/A

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

[] Yes

1 No

X N/A

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. I, Ch. 3, Section 3.02.5)

[] Yes

' No

B N/A

Remarks:

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

Yes

I No

L] N/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

[] Yes

I No

N/A

Remarks:

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |,
Ch. 4, Section 4.09)

[] Yes

<] No

LIN/A

Remarks:
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- e S :
STATE OF CALIFORNIA ] gomm_ﬁnd- \E;MIT:H X :rgber
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL rovilie alley
Evaluated by: Date:

COMMAND INSPECTION PROGRAM Perlstein

INSPECTION CHECKLIST Assisted by: B
Chapter 3, Command Procurements Gutierrez 12/18/08
Purchases

INSTRUCTIONS: Answer individual items with “Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
(] Division Level X Command Level ' p
[ Executive Office Level [] Voluntary Self-Inspection . W"rf”’“/
. ay
Follow—up Required: Cpmmander’s Signature: Date:
[]Yes X No [] Follow-up Inspection [;\_) catc.%c‘:r/ (%2727

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the _
command level familiar with the related policies and Yes | [JNo |[JN/A | Remarks:
procedures for purchasing?

2. Have Approvers/reviewers of purchases received _
procurement training? XlYes | [ONo |[]N/A | Remarks:

3. Are prohibited items procured on CHP 43, Purchases _
Requisitions? [JYes | XINo |[JN/A | Remarks:

e Supplies for personally — owned equipment
Commodities for personal use

Confirming order

Purchases via the internet

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from XYyes | [ONo |[JNA
different suppliers or from different statewide
commodity contracts?

Remarks: Office Depot

5. Is all required information entered on the GHP 43, .
Purchase Requisition? DI Yes | [ONo |[JN/A | Remarks:

6. Arethe CHP 43, Purchase Requisitions, numbered .
consecutively, starting anew at the beginning of each | [ Yes | [ No [ N/A | Remarks:

fiscal year (July 1)?

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff. for XlYes | [(ONo |[]NA

approval?

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

- COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page
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8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals?

X Yes

I No

CIN/A

Remarks:

9. Arethe CHP 43, Purchase Requisitions,
competitively bid?

Yes

[ No

CIN/A

Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

X Yes

I No

CIN/A

Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM

35557

[1Yes

I No

X N/A

Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

[]Yes

1 No

X N/A

Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

[] Yes

I No

N/A

Remarks:

14. Are items checked immediately for content and
damage when delivered?

X Yes

I No

CIN/A

Remarks:

15. Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes

] No

L1 N/A

Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes

] No

] N/A

Remarks:

17. Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes

] No

LIN/A

Remarks:

18. Is the original “received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes

] No

CIN/A

Remarks:

19. Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

[] Yes

] No

D N/A

Remarks:
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Department'’s delegated purchase authority limits?
(Public Contracts Code Section 10329)

Page 3of3
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
- COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. Is Purchasing Services Unit (PSU) notified o e
immediately by telephone, followed in writing either X Yes | [ONo |[JN/A | Remars:
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

21. Are open purchase orders periodically reviewed and s
investigated to ensure the orders are not opened for | [ Yes | [JNo | [JN/A | Remarks:
an unreasonable length of time. (SAM 8422.0)

22. Are copies of the purchase requisitions and purchase n
orders maintained for three years after payment? X Yes | (ONo |[JN/A | Remarks:
(SCM Vol. 1l, Ch. 11, Topic 4)

23. Are decisions documented to create a paper trail .
documenting the basis of the decisions made forthe | XIYes | [JNo | [JN/A | Remarks:
purchase? (SCM Vol il Ch. 2, Topic 11)

24. Are purchase orders split to evade competitive .
bidding requirements or to circumvent the [OYes | X No |[JNA | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM | Orovile __ Valley s
INSPECTION CHECKLIST Perlstein
Chapter 3, Command Procurements Assisted by: Date:
X-Number Program Gutierrez 12/18/08

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

[] Executive Office Level

TYPE OF INSPECTION

[] Division Level

X Command Level

[ voluntary Self-Inspection

Lead Inspector's Si

ture:

(/' clebyse—"

)

Follow-up Required:
[]Yes No

] Follow-up Inspection

I
Co(ﬁ;a_nd)er's Signgture:

YL 37

Date:
12-39+ %

For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor _
to circumvent the $4,999 contract limit? [Yes | XINo | [JN/A | Remarks:

2. Does all X Number file documentation contain the .
STD. 204 Payee Data Record? X Yes | [OINo | [JN/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or _
landscaping) have prior approval from the Business X Yes | [INo | CIN/A | Remarks:
Services Section commander?

4. Are X Number requests made prior to the date the .
services are performed? Xl Yes | [INo | CJN/A | Remarks:

5. Are X Numbers issued for a one-time use? .

Yes D No D N/A Remarks:

6. Are prohibited services performed using an X _
Number? [JYes | XINo |[JNA | Remarks:

7. Are X Numbers used for the procurement of a _
service and not the purchase of a commodity? Yes | [INo | [JN/A | Remarks

8. Are X Numbers issued for telecommunications _
related services pre-approved by [IYes | [ONo | XIN/A | Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services _
(such as roof repair, electrical) costing over $1,000 XIYes | [INo | [JN/A | Remarks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual _
agreements have prior approval by the appropriate [JYes | [INo |[XN/A | Remarks:
Assistant Commissioner?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business N
vendor contain three price quotations? X Yes | [ONo |[JN/A | Remarks:

12. Do all X Numbers awarded to a small business Remarke:
vendor contain the small business certification from X Yes | [ONo | [JN/A | Remarks:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 Remarks:
Drug Free workplace certification for X Number [JYes | XINo |[JN/A | Remars:
vendors?

14. Do emergency service X Numbers document and )
justify the emergency? ' K Yes | [ONo |[JN/A | Remarks:

15. Is the itemized invoice for each X Number service _
maintained in the command'’s files? Yes | [ONo |[JNA | Remarks:
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STATEF CA'LIFORNIAI Command: Division: Chapter. 7 7 I8

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL 250 Valley Division | Chaptaw3, ,".™]

COMMAND INSPECTION PROGRAM iEpecteghioy: PEICE S
Lieutenant A. Ornelas 12/09/2008

EXCEPTIO: :S DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, of fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

JYHECRINSEECTION [] Corrective Action Plan Included

[] Division Level [X] Command Level [ Appealintiided

S el e X Attachments included
Follow-up Required: Forward to: Commander's Signature: Date:
L1Yes BINo Due Date: Oq% @m}’

iChapterilnspéctioniCal:CardiRrogramisl

Inspector's Comments Regarding Innovative Practices:

["Command Suggestions for Statewide Improvement:

Provide adequate training to personnel entrusted to purchase items through the procurement process.

| Inspector's Findings: |

The Area currently has three Cal-Cards. One Cal-Card is used to purchase office supplies, the second
is used for janitorial supplies, and the third is used for authorized automotive supplies. Prior to any
purchase being made, personnel received verbal authorization.

Card holders have not received adequate departmental training in the procurement process.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:

250 201 3

Inspected by: Date:
Lieutenant A. Ornelas 12/09/2008

Page 2

[ Commander's Response:

| Inspector’s Comments:

ReqlirediAGtion s

Corrective Action Plan/Timeline
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:

250 201 3

Inspected by: Date:
Lieutenant A. Ornelas 12/09/2008

ppéalsishalllbe filedwithinifivel(5)businessidaysionthelcomplotedichapiarinenections

Commander's Basis for Appeal:

Appeal Review/Decision: (This shall be the only level of appeal).

oo\ 207 S
Lead ffpedor's}Sign?lum:iJZ Date:
Lt - [}-9.0%

Responding Commander's Signature (for appeal); Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL = - e e
v D ) ommand: " N
INSPECTION CHECHALST - Evaluated by: Date:
Chapter 3, Command Procurements Lieutenant A. Ornelas 12/09/2008
Cal-Card Program Assisted by: Date:
OA Valerie Pontarelli 12/09/2008 J

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the *

discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(

Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspecled.

Remarks" section. Additionally, such

s) taken. If this form is used as a Follow-up

TYPE OF INSPECTION

Lead inspector's Signature:

[T] Division Level X Command Level D (ﬂ
| ] Executive Office Level T Voluntary Self-Inspection 4/, (x- itusdo
f
Follow-up Required: L] Follow-up Inspection andy's igngture: Date:
S Olyos

[]Yes X No

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

E Yes D No D N/A Remarks:

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

X Yes | [ONo |[JN/A | Remarks:

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

K Yes | [JNo | [JNia | Remarks:

4. Are California Integrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

E Yes D No D N/A Remarks:

5. Ifthe vendor is a small business.or DVBE is utilized,
is the certification letter from the Department of
‘General Services maintained in the file?

E Yes D No D N/A Remarks:

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

[JYes | [JNo |[X N/A | Remarks:

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits?

D Yes E No D N/A Remarks: The budget restraints

implemented at the end of the fiscal

year make it appear as if the
transactions were split.

8. Does the CHP 317 Cal Card Log fully describe the
purchase?

K Yes | CONo |[JN/A | Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices?

Yes | [JNo |[JN/A | Remarks:
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STATE OF CALIFORNIA )
DEPARTMENT OF CALIFC JIROL 2
COMMAND IN! . PROGRAM

INSPECTION CFeL: wusT
Chapter 3, Command Procurements
Cal-Card Program

Page 2 0of 2

10.

Is the CHP 317 Cal Card Log properly authorized

and maintained? Yes | [[INo | []JN/A | Remarks: (
11. Are credit invoices/receipts for returned items !
maintained with the bank statement? Yes | [JNo | [JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices :
document the purchase by listing the commodity, ClYes | KNo |[NA chi"'::f’I’;i-tItzfng:’;kjg;‘:magﬁ;‘;
tqhuagtityIé a;mt' unit F;rice of the item(s) purchased on the invoices and purchase orders do,
e bank statement.
13. Are Cal Cards maintained in a secure area? R L e : dai
o emarks: ar olaers are-require
Yes D No L——! N/A to secure the cal-card.
14. Are Cal Card purchases pre-approved by the _
commander? ' X Yes | [ONo |[JN/a | Remarks:
15. Have all cardholders received training on the 1 - 4
Department's procurement processes? [ Yes No | [JN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited .
by departmental policy? (dYes | KINo |[JN/a | Remarks:
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STATE OF CALIFORNIA Command- Division: Chapler:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL 250 201 3 - Contracts .
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Lieutenant A. Ornelas 12/05/08

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to™" enter the next level of command where the document
shall be routed to and its-due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

R o ePECTION ‘ []] Corrective Action Plan Included
[] Division Level X] Command Level - Appealinciuded
[C] Executive Office Level D Attt aluded
Follow-up Required: Forward to: Commander's Signature: Date:
N
[]Yes L Due Date: % %&f‘\

{Chapterilhispectioni#{Ghapter84Contractss

Inspector's Comments Regarding Innovative Practices:

Command Suggestions for Statewide Improvement: j

Inspector’s Findings: B

The North Sacramento Area currently does not have any outstanding, in-process, or pending contracts.
The tow evidence contract is being managed by Valley Division. The Area, up until recently, did not see

the invoices being submitted by the tow company. A procedure has been implemented to have the tow
company route the invoice to the Area and then the Area will reconcile and route the invoice to Valley

Division for payment.

All other contracts are managed by Facilities Section.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter: )
250 201 3- ContractsT
Inspected by: Date:
Page 2 Lieutenant A. Ornelas 12/05/08 ‘
| Commander's Response: B
[ Inspector's Comments: ]

‘Reqiired/Actionti:

Corrective Action Plan/Timeline
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:

250 201 3 - Contracts
Inspected by: Date:
Lieutenant A. Ornelas 12/05/08

Page 3

g L

AppeallRioCESSHE (Appeals:shallibetiled withinifivel(s)ibusinessiaaysiof.theicompletedichapterinspection) i i

Commander’s Basis for Appeal:

Appeal Review/Decision: (This shall be the only level of appeal).

Lt@'s Sj ?1{1:79 Date:
/9 4/1 Lb . - 1= bS-0% (

Responding Commander’s Signature (for appeal): Date: ‘
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division= o o Number:
COMMAND INSPECTION PROGRAM 250 __ Valloy Divisiondl__

valuate Y. :
INSPECTION CHECKLIST Lieutenant A. Ornelas 12/05/08
Chapter 3, Command Procurements Assisted by: Date:
Contracts OA Valerie Pontarelli 12/05/08

INSTRUCTIONS: Answer individual items with “Yes” or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next leve! of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lea eclor's Signature:
[] Division Level X Command Level f { ]
(2. Hdle

[] Executive Office Level J Voluntary Self-Inspection

Follow-up Required: L] Follow-up Inspection | Command atjre:
[]Yes <] No ﬂz
Y

For applicable policy, refer to: HPM 11.1, Chapter 22

—

Date:

\) 1743

1. Is a CHP 78 Contract Request used to initiate all !
service contracts which are repetitive, regardlessof | []Yes | []No X N/A | Remarks:

the estimated dollar value?

2. Is a CHP 78 Contract Request used for one-time .
services exceeding $4,999.997 [(OYes | [JNo |[XN/A | Remarks:

3. Is the Office of Primary Interest (OP) tracking
numbering beginning with the requesting command [JYes | (ONo |[XIN/A | Remarks:
three-digit location code used, followed by "CP” for
contract payable listed on the CHP 787

4. Is the performance of contract services monitored

n Remarks: The performance is
and documented g Yes D No D N/A monitored, however, the contract
manager is primarily Facilities
Section.
5. Are all copies of correspondence with the vendor :
maintained? ClYes | [ONo |[X]N/A | Remarks:

B. Are letters for contracts documented and maintained ;
which outline any problems related to substandard or [lYes | [ONo | [XIN/A | Remarks:

non-performance of the vendor?

7. Is the final product to be delivered described
specifically and in as much detail as possible in the CdYes | [ONo | X N/A | Remarks:

CHP 787

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals | [J Yes | [] No D] NJA | Remarks:
for expedite and emergency contracts per HPM 11.1, :

Chapter 22, before forwarding the CHP 78 or CHP
78A?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page 20f4

Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

[ Yes

[INo

X N/A

Remarks:

10.

Is all work completed and accepted by the
Department before expiration of contract agreement?

1 Yes

[ No

X1 N/A

Remarks;

11.

Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.q., review
progress reports and interim products)?

[] ves

[INo

X N/A

Remarks:

12.

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

[ No

LIN/A

Remarks: The invoices received at
the Area are reviewed and
processed.

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

[ Yes

[ No

X N/A

Remarks:

.

14,

Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

[JYes

[J No

X N/A

Remarks:

15.

Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

] Yes

[J No

X N/A

Remarks:

16.

Are all applicable form sections of the CHP 78
completed?

[ Yes

[ No

X N/A

Remarks:

17.

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

[J Yes

[J No

X N/A

Remarks:

18.

19.

Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

[JYes

[ No

X N/A

Remarks:

Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

[] Yes

[J No

X N/A

Remarks:

20.

Are contract amendment request dollar amounts
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page

30f4

increased more than 30%7?

[]VYes

[ I No

X N/A

Remarks:

21.

Is the length of the contract amendment request
more than one year?

[] Yes

I No

X N/A

Remarks:

22.

Are amendments requested before the expiration of
the original contract?

(] Yes

[[]No

D N/A

Remarks:

23

Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

[]Yes

[ No

X N/A

Remarks:

24.

Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

[ Yes

] No

X N/A

Remarks:

25.

Are California Department of Justice (DOJ) and

Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of

the following types of agreements:

} Avionics Maintenance and Repair

) Helicopter Maintenance and Repair
) Instructor Services (on-site)

) Janitorial Services

) Consulting Services

N

[1Yes

[ No

XI N/A

Remarks:

26.

Is a driver license check conducted for, but not
iimited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

Diesel Generator Maintenance and Repair
Dishwasher Maintenance and Repair
Elevator Maintenance and Repair

4)
)
)
)} Fire Extinguisher Service
)
)
0

5

Garage Door Maintenance and Repair

Graphic Arts Equipment Maintenance and Repair
) Heating, Ventilation, and Air Conditioning Service
1) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16} Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellutar, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

(
(
(6
(7
(8
(9
(1
(1

[ Yes

O No

I N/A

Remarks:

27.

Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along

[ Yes

[JNo

X N/A

Remarks:
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Page 4 of 4
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
s with the contract number for retention after
Commander review?

28. Is CSU advised by the command to determine if _
adverse information discovered is grounds for [JYes | [INo |[XIN/A | Remarks:
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?

29. Are all invoices, records, and relevant documentation
maintained for three years after the final paymentof | [J Yes | [JNo | [ N/A | Remarks:
the contract? :

30. Is a log sheet maintained for a diary of activities
related to the contract? [(IYes | [ONo |[XN/A | Remarks:

31. Is a computer file prepared for all contracts
administered? [JYes | [ONo |[XN/A | Remarks:

32. Is a spreadsheet.prepared listing all expenditures?

D Yes D No E N/A Remarks:

33. Is the notification to the contractor documented for .
the start date for services to begin? [JYyes | [ONo N/A | Remarks:

34. |s the contractor contacted to determine if all invoices
have been received in order to oversee the [IYes | [ONo |[[X N/A | Remarks:
completion of the contract?

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule | []Yes | [JNo |[XIN/A | Remarks:
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts? [1Yes | [(JNo |[X]N/A | Remarks:
(SCM Vol. |, Ch. 3, Section 3.02.5)

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) OvYes | [ONo |[XIN/A | Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for Cyes | [JNo |[XIN/A | Remarks:
personal service contracts? (GC 19130 & SCM Vol. I,

Ch. 7, Section 7.05)

39. Are any contract payments made prior to the final

approval and execution of the contract? (SCM Vol. I, | [JYes | [INo |[XIN/A | Remarks:

Ch. 4, Section 4.09)

CHP E8BOF (Rev. 09-08) OPI 010




STATE OF CALIFORNIA Command: Division: Chapter:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL 250 Valley Division | 3 - Purchases

COMMAND INSPECTION PROGRAM Inspected by: Date:
Lieutenant A. Ornelas 12/09/08

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utitized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included

[] Division Level [X Command Level [ Appeal Included

[] Executive Office Level X Attachments Included
Followai Rag tired: Forward to: Commander’s Signature: Date: ) [ DR
[ yes B No Due Date:

e

IChapteriinsp

Inspector's Comments Regarding Innovative Practices:

| Command Suggestions for Statewide Improvement:

Inspector’s Findings:

The North Sacramento Area has eleven purchases within the review period. Of the eleven, three were
reviewed during this inspection. The inspection revealed the Area does not maintain the packing slip of
the received items. However, the Area maintains a log to demonstrate when the items were ordered

and received.

CHP 680A (Rev, 09-08) OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT i
Command: Division: Chapter:
250 Valley Division | 3 - Purchases ]
Inspected by: Date:
Page 2 Lieutenant A. Ornelas 12/09/08
| Commander's Response: o
| Inspector's Comments: 1]

Corrective Action Plan/Timeline

“HP 6B0A (Rev. 09-08) OP| 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

|

EXCEPTIONS DOCUMENT
Command: Division: Chapter:
250 Valley Division | 3 - Purchases
Inspected by: Date:

Page 3 Lieutenant A. Ornelas 12/09/08 ’

Commander's Basis for Appeal:

l Appeal Review/Decision: (This shall be the only level of appeal).

N A
Lezf Inspeﬂs?g’natw Date:
' a - S [2- pS.p8

Respgrp{ng Commander's Signature (for appeal): Date:

= -

CHP 6B0A (Rev. 09-08) OPI 010



Page Tof 3

‘ Command: Division: Number:
SEQLE?;EI@'I’L '5? EEISFORN!A HIGHWAY PATROL 250 Valley Division = 7
COMMAND INSPECTION PROGRAM | Evaluzteasy , -
INSPECTION CHECKLIST ,';s'jﬁ,fﬂ‘f”t A Ornelas ;f:o /03
ghar;ter 3, Command Procurements OA Valerie Pontarelli 12/09/08
urchases

INSTRUCTIONS: Answer individual items with “Yes” or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up andfor corrective action(s) taken. If this form is used as a Follow-up
Inspeclion, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Jnspector's Signatyre: T
[[] Division Level ] Command Level f j /WD
cr - Hedo
[ Executive Office Level (] Voluntary Self-Inspection
Fo”ow_up Requ”-ed Commandpes 5i nature: Date: j
D Yes E] No 3] Follow-up Inspection Q& %o \3—“7,02
N
For applicable policy, refer to: HPM 11.2, Chapter 7
1. Are participants in the procurement process at the ;
command level familiar with the related policies and X Yes | [JNo |[JN/A | Remarks:
procedures for purchasing?
2. Have Approvers/reviewers of purchases received _ ]
procurement training? Yes | [ONo |[JN/A | Remarks:
3. Are prohibited items procured on CHP 43, Purchases : 3|
Requisitions? (DYes | XINo |[]N/a | Remarks:
e Supplies for personally - owned equipment
* Commodities for personal use
e Confirming order
» Purchases via the internet
4. Are separate CHP 43s, Purchase Requisitions, :
prepared for commodity items obtainable from X Yes | []No I N/A | Remarks:
different suppliers or from different statewide
commodity contracts?
S. s all required information entered on the CHP 43,
Purchase Requisition? X Yes | [JNo [CIN/A | Remarks:
6. Are the CHP 43, Purchase Requisitions, numbered
Consecutively, starting anew at the beginning of each X Yes | [JNo | [JN/A | Remarks:
fiscal year (July 1)?
7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for CIYes | [INo | [ N/A | Remarks:
approval? J J

1P 660C (Rev, 08-08) OF1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Page 20f3

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the . -l
appropriate Division, and/or OPI approvals? ClYes | [ONo | XIN/A priT:;sZH through Dijs?gi -

appropriate routing.

9. Arethe CHP 43, Purchase Requisitions, Roraria’ ore e oo

i3 H emarks: e S reviewed were
competitively bid? (IYes | [ONo |XIN/A acauited fhiotgheammodiy
contracts.

10. Does the CHP 315, Price Comparison Worksheet, Rk ey e

H 4 5 emarks: e S reviewed were
document at least two price quotations? [Oyes | [ONo |[XINA acauired through commedty
contracts.

11. Are Limited Competitive Bidding purchase requests r , :
that limit or restrict the purchase to one specific [JYes | [ONo |[XIN/A | Remarks:
brand or model justified and in compliance with SAM
35557

12, Are Limited Competitive Bidding purchase requests _
for items that interface with existing-departmental [JYes | [ONo |[XN/A | Remarks:
equipment in compliance with SAM 3555.37

13. Do Non-Competitive Bid (NCB) purchase requests .
contain the NCB justification and NCB Corrective CdYes | [JNo |[XIN/A | Remarks:

Action Plan documents?

14. Are items checked immediately for content and .
damage when delivered? X Yes | [INo |[IN/A | Remarks:

15. Is the "received copy” of the purchase order Bl Bt £ 1L
approved, dated, and forwarded to the Fiscal X Yes | [JNo | [JN/A | Remarks: The Area maintains a log
Management Section (FMS), Account Payable Unit, 53;“,‘;“5;’;?,,“”“6” LoFiaopIoved PO,
within three business days of receipt, if all items are
accepted? '

16. Are freight and/or packing slips attached to the :
received copy of the purchase order and sent to CYes | XNo [[INA Re’.“arf‘s'hThe Ak’.ea df.es not
FMS? maintain the packing slips.

17. Is FMS provided a photocopy of the purchase order : 3
and any approved freight or packing slips as ClYes | CONo | X N/A fhamarks o{é’;’ﬁ;’fg’é‘:‘;‘\’;‘é showed
acknowledgement that a portion of the order has :
been received? :

~18. lIs the original "received copy" retained by the 7
command for completion and forwarding to.the FMS | [X] Yes [O'No | CJN/A | Remarks:
when the complete shipment is received?

19. Are Damaged items delivered by common carrier .
acknowledged on the freight bill by the carrier's driver [JYes | [ONo |[[X N/A | Remarks:

before being accepted?

>HP 6B0C (Rev, 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20.

Page 3of3

Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either (JYes | [JNo
by @ memorandum or &-maii, requesting cancellation

of the requisition or deletion of an item, if it is

determined that a commodity requested on a CHP 43

is no longer needed and 3 purchase order has not

yet been prepared?

Remarks:

B3 NiA

21. Are open purchase orders periodically reviewed and : F=ks
investigated to ensure the orders are not opened for Yes | [ONo [[JNA E;”a"gkjéezhfs'ggsT;)‘g;as'giﬁeby the
an unreasonable length of time. (SAM 8422.0) :

22. Are copies of the purchase requisitions and purchase :
orders maintained for three years after payment? X Yes | [INo [ N/A | Remarks:

(SCM Vol li, Ch. 11, Topic 4)

23. Are decisions documented to create a paper trail _
documenting the basis of the decisions made forthe | [JYes | [JNo N/A | Remarks:
purchase? (SCii Voi ii Ch, 2, Topic 11)

24. Are purchase orders split to evade competitive

bidding requirements or to circumvent the [J Yes X] No

Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

D NJ/A Remarks:

380C (Rev. 08-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:

’250 201 3 ~ X Number )
Inspected by: Date:
Lieutenant A. Ornelas 12/05/08 '

INSTRUCTIONS: This document shall be typed.
number of the inspection in the Chapter Inspection number. Under
shall be routed to and its due date. This document shall be utilized

Check appropriate boxes as necessa

ry, or fillin the blanks as indicated. Enter the chapter
‘Forward to:" enter the next level of command where the document
to document innovative practices, suggestions for statewide

improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION
[ Division Level [X] Command Level

[] Executive Office Level

[C] Corrective Action Plan Included

[] Appeal Included

X Attachments Included

Follow-up Required: Forward to:

[ Yes X No

Due Date:

R

Inspector's Comments Regarding Innovative Practices:

Commander’s Signature:

%M

[ Command Suggestions for Statewide Improvement:

Inspector's Findings:

—

The North Sacramento Area has only two X-Number cbntracts
~ received by the command prior to the command seeking appropriate bids.

for the currént' year. Verb

al approval was

The North'Sa't:ra}mentdAreé’é X-Number Progfram Wés rece-ntly éudited: by the Department's Office of

. Inspections; Audits and Evaluations Unit..

CHP 880A (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:;
250 201 ‘ 3 = X Number —l
Inspected by: Date:
Page 2 uieutenant A. Ornelas 12/05/08 ‘1
| Commander's Response: ]
| Inspector's Comments: ]

qliitediAGtion:

Corrective Action Plan/Timeline
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STATE OF CALIFORNIA -
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command.Procurements

X-Number Program

Page 1of2

Command: Division: Number:
250 Valley Division

Evaluated by: Date:
Lieutenant A. Ornelas 12/05/08
Assisted by:

OA Valerie Pontarelli

Date:
12/05/08 ‘

INSTRUCTIONS: Answer individual items with “Yes" or “No”

answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such

discrepancies and/or deficiencies shall be documented on an
Furthermore, the Exceptions Document shali include any follow-
Inspection, the "Follow-up Inspection” box shall be marked and

Exceptions Document and addressed to the next level of command.,
up and/or corrective action(s) taken. If this form is used as a Follow-up
only deficient items need to be re-inspected.

TYPE OF INSPECTION
[[] Division Level X Command Level

[] Executive Office Level ] Voluntary Self-Inspection

Lead | Sﬁecto?>8i?ﬁ?e:
( i :ﬁ/é ) - 48D

Follow-up Required: (L] Follow-up Inspection @andm

[ ]Yes No

Date:

I e,

For applicable policy, refer to: HPM 11.1, Chapter 23

)

1. Are multiple X Numbers awarded to the same vendor

to circumvent the $4,999 contract limit?

D Yes g No D N/A Remarks:

2. Does all X Number file documentation contain the

STD. 204 Payee Data Record?

g Yes D No D N/A Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business Clyes | OONo | ®NA

Services Section commander?

Remarks:

4. Are X Number requests made prior to the date the

services are performed?

E Yes D No D N/A Remarks:

5. Are X Numbers issued for a one-time use?

M Yes D No D N/A Remarks:

6. Are prohibited services performed using an X

Number?

[JYes No | [IN/A | Remarks:

7. Are X Numbers used for the procurement of g
service and not the purchase of a commodity?

X Yes J No ] N/A Remarks:

8. Are X Numbers issued for telecommunications

related services pre-approved by
Telecommunic’;ations Section?

D Yes D No x N/A Remarks:

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1.000

have prior approval from Facilities Section?

D"Yes' [] No XI N/A | Remarks:

10. Do X Numbers issued for lapsed contractual

agreements have prior approval by the appropriate

Assistant Commissioner?

D Yes D No E N/A Remarks:

1P 680E (Rev. 08-08) OPI 010



Page 20f2
STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST

Chapter 3, Command.Procurements

X-Number Program

11. Do all X Numbers awarded to a non-small business .
vendor contain three price quotations? [JYes | [JNo N/A [ Remarks:

12. Do all X Numbers awarded to a small business :
vendor contain the small business certification from Yes | [JNo |[JN/A | Remarks:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 i
Drug Free workplace certification for X Number Yes | [INo [ [JN/A | Remarks:
vendors? t

14. Do emergency service X Numbers document and _
justify the emergency? [JYes | [JNo N/A | Remarks:

15. Is the itemized invoice for each X Number service :
maintained in the command’s files? X Yes | [ONo | [JN/A | Remarks:

SHP G8OE (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA Command: Grass Division: Valley fmapie“g 33 i
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Valiey P
g)?(l_\:,lEng{gqung ?)POECCL:JTI\I/IOET\”I?ROGRAM Inspected by: Sgt. M. A. Lawrence, #11017 Date: 11/20/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [C] Corrective Action Plan Included
[] Division Level [X] Command Level [] Appeal Included
[] Executive Office Level [] Attachments Included

Forward to: Commander's Signature:
Valley Division

Follow-up Required:

[ Yes X No

Due Date:

\Ghapter!inspection:8{GommandiProcurement

Inspector's Comments Regarding Innovative Practices:

The Area created a master log book to include copies of all required forms for each vendor.

| Command Suggestions for Statewide Improvement:

None.

| Inspector's Findings:

None.

CHP 680A (Rev. 08-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Page 2

Command: Grass
Valley

Division: Valley

Chapter: 3

Inspected by: Sgt. M. A. Lawrence, #11017

Date: 11/20/2008

[ Commander's Response:

| Inspector's Comments:

Regired’Action

Corrective Action Plan/Timeline

None.

CHP 680A (Rev. 08-08) OP 010




STATE OF CALIFORNIA
Chapter: 3

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Command: Grass Division: Valley

Valley

Inspected by: Sgt. M. A. Lawrence, #11017 Date: 11/20/2008

\bLisiness

;ﬁ'ﬁfi‘.‘e"élEE?,'re‘c'-—:'ééfs‘-:'=.f':',@A;ipa;—;-i's‘i?§ﬁ5;r:Hé:‘rf:éd;wr:mn:ﬁvérfsj

Commander's Basis for Appeal:

Appeal Review/Decision: (This shall be the only level of appeal).

. 7

Lead Inspectors Si Date:

4 /'E R 2 \
Date: ‘

Respondirg Commander's Signature (for appeal):

CHP 6BOA (Rev. 09-08) OF1010
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INSPECTION CHECKLIST — COMMAND CAL-CARD PROGRAM (continuec

¥
i

Page 202
STATE OF CALFORNA
CIEPARTMERT OF CALFCRRL FICHAWY PATRCL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 2, Command Procursments
Cal-Card Program
10, Arz oredin irvoimesiresziots for rewrnsd izEms o .NB CRED(TS
maintained with the bank statersent? Oves | OMe e | "POmG, THE =]
LAST YERZ
11. Do non-itemized purchiass receIpts INVOICEs: o, VRIS P
doeument the purchase by listng the sopymodity. m:s ke O nea e CoPV\ES
At i ent HAYE" DETAILD

quantity, anc unt prcs af the fzmis] purchassc on
1he bank statzment.

Seron bAL, LeCa s

10, Are Cai Cards maintained in a seoure ar=a’ 5 2
[@See | [Ino | [ | REma®e
13, Are oal Card purchases pre-appravied by he - A/@ op
commandsr? Moes | One [Orea PEmarkss e ATERAATE
1. Have all carchaloers reseived traming on the ek
Depariment's prosurement processes? @/‘1"»:-5- Cine | O mis {E T
15, Are temis: purchassd witn the Zal Card prohibited e R
by deparmantzl policy’? ] ves m ] s emarks:
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‘ INSPECTION CHECKLIST - COMMAND CONTRACTS

Fage 1 0f 4

;;g;j_;{gr r} ?jﬁFDENM FIGHAAT PATRCL oo TIET FiameaT
COMMAND INSPECTION PROGRAM GRASS < JiﬁALLBj yA LBy —

= =1 oy 13]=
INSPECTION CHECKLIST o LALgENCE #ucn | n-20-2008

Chapter 2, Command Procursments Sooiied Dy Tal=
Cortracts OFF. E.WACAIEE #1018t | 11-20-Zeo8

HSTROCTIGNS: Answar indivdua itzms wih 7res” or “Na~ anewers., or (4 in the sanis as indicaed. Ary Bscepancwes wih poisy.
= on wia the "Remarks” ush

apodcable =33 s1aties, of gefcensies noted in the nspegicns shat be comment d
discrapancies andiar defoiences shall o= document=a on an Exceptons Diocument and acorssesd o the next 2
Surnemare, the Exceptons Document S5&85 inGuds any folpa-Un NCAOr CGITaclve 3cusnis) t3ien If g=e fomr e ussd as a Folicw-ue
mszecton, 1he “Follow-up Inspeciion” tox shall o= rraried and only defsient items nized 10 o= re-insp=aiso.

Le5d IRspesers GIEnsturs

T e —————
TYOE Or INSFECTION

[ Division Level B/C-:nrnmand Lawe!
[] Eszouivie Cfiios Lavel ] Weiunary Seif-Inspactor MWM&-

Follow-up Required: [J Follaw-up Inspesticn 3*=mrf-35'ﬂér57bﬁfu?)? / 55, 7 7
[]Yes [AHo £ [l i 7%’/"{4 ¢

For appiicable policy, refer tor HPM 11.1, Chapter 22

1. |s a AP 75 Conyact Request usad 1o initiate all - —
serdes sontracts which are repetiive, regardless of Owes | Mo i reman: NONE
ihe estimatzd collar value? PR TYATED

= mnract mequest used for ona-limes
o $4 528,887 O ves | Cino | s | Femene
I s the Office of Prmary Interasi {OFl) Tacking Aol TRA )
numbaring beginning With the requesting command [Qves | Ohe [ s | REMaMRE =
1hre=-digit losation code used, followed By "o P far NV TTATED 7/
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o
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znd dozumentad? e | [ mes

(D oVEERALL +DR)

E. Are all sopes of comespandencs with the venceor
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maintained?

s sewers for soniracts documentad and mainiansc
which outiine any problems refared i sizhsiancard or

[a]]

[ M remans Vendoe (oG .
CTREBPOSDANCE. FiLs

I'[; i
n

IR

riorepedformanoe of the wencor?

7. |s te fina: procust to be delivered cesoribed
specificaily and ir as much detaii as passiole i the Fves | s | O pea SLATH I
CHP 787
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e
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a3
2

arz all rzquired lewels of sporova yeigrature obtsinad,
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siore faresardipg the CHF 78 or CHP
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Page 2 oid
STATZ CF CALFCRNIA
DEAARTLENT OF CELFCRME, rIGHAAY PATICL
COMMAND INSPECTICN PROGRAM
INSPECTION CHECKLIST
Chapter 2. Commiand Procuremsnts
Confracts
D, Are requests for cONTact s2races 1255 han s
mioriths from the anticipatad stam dats of th-_- ':,crxtra'ﬁ [ ves IZI []s] O s Remarks
pre-approved by Assistant < ammissionar, 1, for
sepediten procassng”
10 1s al work completzc and acoczptac oy e
Dlepartient before expiration of contract agreamend? [j"‘w"»:—s Mo | [ nea | Remarks
11, are.oontract senimes performed according to the
gualivy. quantity, ob £s, Timeirames. and in the i ves | COke | O ~es [ Femans
mannar specified in the contraci (e. g., revisw
progress repors and interim produsts)?
T0. Are nvoices for paymant reviswed ans approved 1o
substaniate expendiuras for wark performed 3nd 1w Zﬁ"es Oric | O s | REmaks
pravent penatties being asses ssad”
13. ol = 'xo»—ndltur:s montorec 1o 2nsurs thers
. . N}
! - fi cr all ;.-—r‘..o-.-s rencerac EZ/'Tes D Mg D Bis | MEMAKE ‘-ZB:‘::'EWGS
r-—ql'll"-‘ﬂ by eontrac
"1 Tloes the rzquestor varify the contractor hac f fulfilied
all requiraments of the sentrast before approving the Efu"es- Mz | O Mea | REmans
fina! mvoice?
1E. is the final invoice identifiad and apprevac, as
appropriate and fonwvard=d to Fiscal Management PAves | CMs | M Remamks:
Section for payment?
15, are all apolicable form sectiors of the o ol 5 Wl
completed? m/\"»:—-s [Owe | [0 nee | Remanks
47. Do emergensy coniracts decumant and Justify 3
sudden. unexpect=d occurrence that poses a clear Iﬁ vee | [Jric | O] ne | FEmame
and immirent dangsr, requiring imm=diae action to
mitigate the loss or |mp airment of if2. health.
propery. or 2ssential public s2mices?
“§. are 3l emoloyess associated wilh e Mmanagerent
of 3 contract compsesing b2 CHT 725, Conlat of Oves | ClNs [Zﬁl."ﬁa ISUELEE
Irterest Sasernens. Employes. form?
<G, Ar= probiems sorcerning the contrastor s
uer‘f:m“a nee iully documented in writing and made a m/"*f'z-s ris | [ A Remane:
part of the conirast manages's cont rract Gle?
=N are cortract amencment equas: Jollar amounts
REMaKs

inarzzeac mee2 than 35%7
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- INSPECTION CHECKLIST — COMMAND CONTRACTS (continued)
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STATZ OF CA_FCRNIA
DEPARTLEMNT OF SALF RN, FIGHAAY PATACL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 2, Comnrand Frocuraments
Confracts

21. Is tre= iergth of tne conwact amendrant recusst
mcra than cne y2ar?

e B/N.'.ﬁ, remankz,

|T;-
in

22 &rz amendments requestad osfors the =xpratar of
she criginal contract™

[]re B/Nf.ﬁ«. FEMIkZ

Clale=

23, I5 a serdce cortract on a CHF 78, Contrast Rzquest
inifistzc for any commersial meaing! c:or|.'-=rEn ce Cves | Ore | Mea | REmams
room rental which is expestac 10 2xcesd 34,350,489 in
wtal cost?
. T sonference room rentad sosts exceeding the 3Z00
mer day imit have ore-aporoval Tom Sssisiant O ves | Tre | [ raa | FEmams
Commissioner, Staff?
2%, ars Canfornia Deoartrent oF Juspes (DO and
i IZ/""'“ ks [] min | TEMERE

'F-a deral Bur=au of invastigation (& r-n.ﬂrgmgnri es
cke znd drper licerse ohecks sordusted for all of DNL‘-1
nh-Ef lloaing types of agresmsants: TANITORLIAL

(11 Aviorlos Mairtensnoz ard Rzpalr
.:: Hetleopler keartenace and RepT
{31 Inelnueiar Serdoes (or-ale;

4:  Janltonal Serviceg

(5, CeasLitng S2rviess

6. Is a dnyer licznss chack conducted for, but not
limized to. 3ll of the Tollowing types o agrsemarts, i | e | O] peep | Hemams
ih= contractor andior specifically assignac perzonnal MDTD
are schedgled to b2 en-asite for mors than 30 days: ALS
o 5D

or lhENTIHCJrD\.

|\';.
n

*-l

#garm ard Flrz Aam doniemg
Carnera Malrerarce ans Rapar
Z3pel instalaton

Dlzz2i Generzior Malrzraro: ana &
Disrwasher Maircenanss ard Rapalr
Eewator Mamiarancs ana Jegay
.g_!l:r':f ELall
!.'3"1[»=r1d1u:~ and =b‘-9:~4r
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U'IL- \.L-.,nlrw Malatzranca and Recsf

Falring Jerelezs Irezror of 0y
Fymairg S
£3lE Manlenance 30 Realr

Cue3ning Servizeg [CArpst, 100 sSaER)

S2€ JCEILian 33t and ragalars
s MalrEnarcs ag fapas

AU rae TupiISts Aeser SLPEly Malriznarcz and Repal
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Fage 4 of 4
STATE OF Ca_FCRNA
DIEPARTMENT OF CALFCENL, FIGHAAY PATCL
i
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3. Comma nd Procursments
Confracts
=7 are =il dower hozrse and fmgsronm irfor@tion s
iorwsrasd 1o Centraot Services Unit (D on A vee | Olre Erttie f Erams
yAth the CONTasT NUMDES for reterition afer
Commancar ravisw?
4§, Is C5lU advised by he command to determine if
~deerse information discevered is gro unds for [] ves Rk IZ/H:.-‘-. eI
canczling the contract {i.e.. acverss driver lisens=
=ndior criminal nistory inform aton is reesived
regarding 1h2 contrastor of th= contracicr' s
marsonnel}?
25, &are all recines, records, anc relzvant documentaion 7
i intained for threz vesre after ths final paymeni of ves | ke | OO MA Skt
the contract™
30, Is a log shie=t mamniansc for 3 diary of actviies
relatzd to the contraci? Clke | O mea | PEMa%e
31, Is 3 compuis? file prepared for all conrasts J insira o WV D\ CE
sdmimstzrad? Arves ke (] rea
32, Is 3 spreadsheer prepared listing all expendituresy .
[Ffee | One | Ors fEmarks
23. 15 th2 noufe o the coniractor documenzed 1o _
. : - : A= s,
shez start dare for senvices 10 DEQINS [t ves Crz | Ores s
32 |5 tne contracios sontacizd 1o o=rarming if 3l iPvoicEs e :
haws baem recaivad in order 1o pyers2e e m/fes Cwe | O M FET SN
completion of e coniract?
35, Tlo consutant s&Mises GoMtracts of 1,000 or mors i
=ontain detailed performance crizna and a senzdute | O ves e | e REmanKs
for periorm arcz? (SCKM Vol 1, Ch. 2. Section 3.02.1)
38, Doet the contract fie contain the ST0L 4 Conrastor 4
= - . - e " AETans
= sluation form far congultart contracs? [Jwes | Ot P | FEmans
[SCM Vel L Ch. 3, Section 2.02.5]
37. Does Contrast work enly b=gin aftzr aoproval of b= Y
Fna! eontrac:? (SCN ol 1..Chk. 4, Secnon 4,091 A ves [ e ks Aemans
=5, are e recuirements far Govemmen: Code Seoton K
i A e Wb TN 2 RETEUS
<590 jat or (b1 decurmentac and justiad for Oves | e oSS =
=i (isC1atal & fotnd 1 ITESTR
4. Are any SORTAsT payments macs prics o tne finai
: = PR ik, RETANE
spprowal ard exscution of e sonract? (sCMMaleL | D ves e [B{.: QIS
o, 4 Section . CE)
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INSPECTION CHECKLIST — COMMAND PURCHASES

Page 10i3
STATE OF AL ECRNIA Cummad Divielon: NumCzr
DEDARTMENT CF CALFCRMIS, HGHAAY PATRCL GRASS VAUR/| VALLEY
LA [WETER

COMMAND INSPECTICN PROGRAM
MSPECTION CHECKLIST
Chapter 2, Command Procuremants

Z.alLatzd oy

=T M. A LAWRENCE #1o11| 1L-20 - 2006

ABBIE1E] Ly~

DEF. E- WAGNER. #1018\

Lal=,

I\-20-200%5

Purchases

INSTRUCTIONS: Answer individua! itemms with “f2s" oc "Ne™ an
appiicatle ega? siates, or deficensies notsg in 1he @specions
discrepancies andler deficigncss shall he decumentes on an Exz
Furthermore, the Excepticns Document shad incuge any fesdors-up
inspection, he “Follow-up Inspection” tox shall be marked and onl

eptoits Docurmer r
andior comeciive aciion(s) taken.
v defient items nesd 10 De re-inssected,

swiers., o £ in ihe bianks as indicated. Sy discrepancies wiih poicy,
chat be comemented on via the "Remasks” seceion. Addibonaly, such

t and ageressed to the newd sevel of command.

I thes form is us=d as a3 Follow-up

N ]

[] Division Level

PEs—

SRl

Command Lawed

Lead INspesirs ﬁ'm:ﬂure:

] Exsecutive Cfice Level [ Voluntary Seff-inspection
_ Follow-up Required: : vlrrvrgand%féﬁlma?u'?, e _ .
D Yeos i) No [ Follow-up Insp=ction U LB £ /J_'.'/é g
For appiicable policy, refer to: HPM 11.2, Chapier 7
1. Are participants in the procurement progess at the =}
cammand Jevel familiar with the related policies and N ves | [Iho | [ tua | REmams
procedures for purchasing?
7. Hawe Approversireviewers of purchases reczived i
procurement fraining? vas | [One | CIMA Remarkz AREA ComMmANDER -
OFi(E SERVICES SUWR
3. Anz prohibited items procurad on SHP 43, Purchiasas n_
Requisitions? [ ves MNe | [ mia ESEE
¢ Supplies for persanally — awned equipment
¢ Commedities for parsonal use
¢ Canfiming order
+ Purchases via the infermet
4. Are separate CHP 43s, Purchass Requisilans, 7
prapared for commodity items obtainable from K ves | [One | O nea | FEmams
different suppliers or from differert stat=wide
mommadity confracts?
£ ls aft require_d Fr{fQ{mafon =ntenzd on the CTHF 43, O ve - P y F'.e-msmé“ ; TRAIN NG
Purchase Requisition? YES No | 1 MNA THEPSLED FER 12-8-68
5. Are the CHP 43, Purcnase Requisitions, numoered -
consecutively, starting anew at the beginning of =ach X ves | [Ona | TI N Remanks.
fiscal year (July 1)7?
7. Are expedited requasts far the purchase of goods . >
forwarded to the Assistant Commissioner, Staff, for Oves | CINc | DANA Remamkz:
approval?

CHK 777 (M. B-08) C°1 U040
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STATZ OF CALEORNIA
DEPARTHENT OF GALIFCRNIA HGHAIAY PATRCL

COMMAND INSPECTION PROGRAM

" INSPECTION CHECKLIST
Chapter 3, Command Procuremerits
Purchazss

Fage 2af3

-~
o

Do specialized izems purchasad contain the
appropriate Division, andior OF| approvals?

Yes

[ Ne

O Mia

Remarks

w0

Are the CHP 43, Furchase Requisitions.
compeiitively bid?

Yes

[ Mo

O A

. rk_,3\55 } omez
ETEKS oS M BNTIHTICA

ATTACHS

10.

Croes the CHP 315, Pnoe Companson Wiarkshast
document at l=ast fwo price quoiations?

Yeg

o

[ e,

Remamks:

11.

Ara Limited Competitive Sidding purchase requests
that limit or restrict the purchase fo one specific
brand or madel justified and in compliance with Sam
25567

[ wes

[ Mo

A iz

Remarks:

Are Limited Competitive Ridding purchase requests
for iterns that interiace wilh exisiing departmantaf
eguipment in compliance with SAM 358£.37

[ ves

N,

Femanks:

Do ton-Compettve Bic {MCB) purchass requesis

contain the NCB justification and HCB Corrective
Action Plan documents™

[ ves

BZ mia

Refmarnks:

Are items checked mmediateby for content and
damage when deliverad?

X Yes

O MeA

Resmnarks:

15.

IS the ~heceived copy” of the purchase order
approved, dated, and farwarded to the Fisca
Managemert Section (FME), Acocount Payablz Und,
within three business days of receipt, if afl tems arz
accepted?

Yes

T

Remarnks:

1B,

Are freight andior packing slips attached to the
recsived copy of the purchase order and sernt to
FMS?

ke

[ NeA

Remarss:

7.

(s FMS provided a photocopy of the purchase order
and any approved freight or packing siips as
acknowledgement that a porticn of the order has
been received?

O Ns

[ N

Remarks RECENT P
RDCE  LOAS CRZNAL

DEUVERY

18.

Js the original “r=ceived copy” retained by the
command for completion and forwarding to the s
when the complete shipment is received?

A ves

I MNo

O e

Remanks

108,

Are Damaged iterns defiverad by common cafrier
acknowledged on the freight bill by the camer's driver
before being acc=pied?

[ ves

o

NF&

No  DAWAGLD

v YA
COMPMOAL  CA2R1 e

Feenarks.

CHP 777 [Peary . U3-08] OFL DK

3-7
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INSPECTION CHECKLIST - COMMAND PURCHASES (continued)

FTATE OF Ca_FORMS
DEPARTMEMT OF SoLFCRMIS FIGHAAY RATICL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 2, Command Frocursments

Furchaszas

20. Is Purchasing Services Unit (PEUL notifiza a =
immadiatahy by tzlzprone, followed In writing &thes [] yes= ] ma 22 rea, I f‘nb )
by & memarandum or e-mail, requesting canczlation NOTIARED 13\1 %{)
Zf he r=_-q1_!|j15ti:or ar deleric;r\wof an irern, ditis s oF RECENT

gsermined that a coromaodity requestec an & oHF 42 ]
i= no longer meeded ang & purchasa arder has not CONBRINATION OF
cCHP &3

yet been prepared?

Z1. Arz opan purchase orders penogically revizwse and
investigatec 10 2nsurs the crders ars notopencd for | DG Yes Cne | O Mes, | Remanks

an unreascnable length of time. (Sahd §422.0)

o7, Are CcOplEs of the pUrcnass requisimons and purcnass
arders maingained for three years aftsr paymant? I ves s L hea AR
{SSRM Yol [ Ch. 11, Tonic 4j
23, are desisicns gocumenisd o creats 3 pAEEr ok
PR meman: D\S >

o

documerting the basis of the dacisiors made for the | X ves Cre | O Mes VENDOR SPEC. SHETS

ourchase? (30K Yol | Ch. 2, Topic 111
' ' TO TERIA +
EQ&AL

coMpesiive
e | M~ TEMan:

=

22 4re purchass orders spit o evads
pigding reguirements or to Sirsur,
Departmert's delegated purshase authorty Lirnins?

'Pubic Contracts Coce S=oicn 10329)

F=S

T
[i]
-
m
y
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aTAT=OF 8 IFCRNIA
DEDARTMENT CF SHLFCRMNIA FIEHAAT PATRDL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Z43ILales oy

Chapter 3. Coryrnand Procursments
“-Muniber Prearam

Fage 1a0f2
sfE R TMumC=r
DAtz
M,A_MQ\LCE‘J-‘\O;'\ 1\ -20-2005
Lalel
n20-200 8 \

e

STRISTICHE: Ansvear individa itzme wih “zg® or “Ma” aNSWErE. O F in the ©anks.as indicated.
appicable £g3’ S1ALE5 or aefic angies notse inthe nspeciicne ena be commentsa on v
discrzcancies andiae def siens=s shall o= doument=2 on ar Exseptans Docament and 323

o oz any fooveup snolof J0MMeciing acuonisi taxen.
v re-inso=Cl=e.

Surnemicre, the Exceplons Dorament sha’ Incl
rerecion. the “Follow-ug Inspeciion’ Lo

ehall r= marked 3nd only dafsient jt=ms need G

ia the "Rernar
d 1 e i cewa) of command.
If 7us form s uszd as a Follow-ue

Any osczpancies wih posey,
po szoneon. Additcasly, suzh

[ Ex=cutive Cilicz Lavel [ ¥elurtary Se H-Inspecion

TV=E oF IMSFZCT-ON Ledd InEsess

(] Divisior Level B/C-:.mmand Lawe! W f

ars SIGNELLIE

Tollow-up Requi ed. [T Follow-up Inspection
[]¥as MO (.~

':J:mn‘aul'aar'

5,algn3 s v
Lﬁ//f/:f; ot

/

Cajz D
2/ /o

Zor applicable nolicy, refar tor BPM 111, Chapter 23

3. are muftiplz X Slumoers awarded to tne zams
1o cirsumvent the 34 883 contrac fimit? [ ves

o

Toes all X Kumb=r fil= decumentation contain the
ZTD. 204 Payse Dats Rzoord? A ves

wancor ‘
@.‘Jr D M.';'. RETMIMSE.

D N REMARE

STER. LO&

3. o A Mumoss requinng & contract (i.2., janitorial ar
landscaping) have orior approval from the Business [Z]’
Serviges Sechan commander?

D S AEMama

4. are X Humper requests rnade prior o ihe gat= =2

Slumoer? [ ves

= Are ¥ Mumbers used forihe prozurement cf'a
servioz and not the purchas= of a commooity? A ves

i - e e Rz
sereinzs ars pariomszd? @ ves | e RIS ReMamkz
5. ars & Murioers coued iof @ one-tima ase? ¥

A ves e | Ol rea Femans
5. are prohibtec sEMIe2s perermes using an X :

D T, ReMarks

WL DE

[ hes remansiZEpA2. Mey

zz:emv:,/ms

Z.  Are % humbsrs eauad TOr w=lecommunicatiens
related sarvices pre-3pprEvEe by [ ves

o nicat:ons Section?

=1
w
0
[4]

s | PETa%E

2. o A HumDeTs ==d for faciliss r=lated s2rvicEs
tsuch as roc? repair. & srical | oosiing OWer 1,000 (] ves
raws prior 3ppr:;va! fror Facilites Section?

D [, 3!’.’7“37‘1: 2

- NUMBERS

“n Do R Sumpers is5L20 “or lapsed conractaal

=] L
sgrasmsnis have onar approwal oy fre appropriats [ ves
455i51am S oIS Cner? :

oHI T e 35I| O D
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STATE OF CAFTANIA
DEPARTLENT CF CALIFCRMIA FIGHMAYT PATRCL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Frocursments
A-Mumber Program

i1, Do all X Murmbers swarced to a ron-small business
wendor contain three pnos guoiaticns?

[ e

(I
n

Remarkz

<2. Do all X Mumbers awarded to a small business
wendor cortain the small business certification from
the Departmert of General Services (D331

S
I:["-,
mn

I e

O Mea

remares YIm INTERNET

13. Joes she filz documerntation contdmn the STLL 21
Drug Free workplase cartficatian fer ® Mumber []/"r'es l:] e
vandors?

O e

Remarkz: MASTER O

14, Do emergency sertwice X Murnbers documert anc

jusiify the emargensy™ lz/‘f,g.-s [Tte | [ M | Remarks
15. ls tne ftzmizad invoice for each ¥ Mumbsr senice T ‘
maintained in the command's filss? B/‘r'es [tz | ] mes | Remankz

CHI T e L-I9) CH 0
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T COPY

STAT;OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Gold Run Valley 3
COMMAND INSPECTION PROGRAM I Date:

| Officer Williams, #12961 12/11/08

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovalive practices, suggestions for stalewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHF 51 Memorandum may be used if

additional space is required

T+PE OF INSPECTION [[] Corrective Action Plan Included

[7] Division Level [X] Command Level [ Appeal Included
[] Executive Office Level Attachments Included
Follow-up Required: Forward_tc'):l Commander’s Signature: Date:
Valley Division e

Lo Nasan (N

Chapter Inspection: Command Procurements, X Number Program

\ 12/12/08

N
[ Yes No Due Date: 12/31/08

| Inspector's Comments Regarding Innovative Practices:

The Gold Run Area is able to maintain effective fiscal accountability by following departmental policy,
clearly defined employee duty statements and through the lack of employee turnover. Also, the
relatively small size of the Area lends itself to fiscal responsibility and management. The Area
commander is directly involved with all activities/actions resulting in the expenditure of funds (CHP 43's,

x#ts, overtime, contracts, etc.)

The command will pursue creating spreadsheets to document purchases, X numbers, contracts and Cal
card purchases as a real time expenditure reference and back up to REDS and ARMS.

Eommand Suggestions for Statewide Improvement: |

ARMS and REDS were definitely two huge steps in the right direction. Many of the initial problems have
been fixed or are in the process of being fixed.

Also. each Division should have management level personnel from Administrative Services Division give
procurement and X-number presentations at least once a year at a DACC. Preferably just before or
right after the new fiscal year, even if a budget has not been approved by the legislature. New
processes can be covered, contact numbers provided, and it gets us all on the same sheet of music.

|

Within the Gold Run Area, all x-numbers are being requested within departmental policy. They are used
for the procurement of a service, not the purchase of a commodity, and they are not used for any
prohibited services. The one thing that has not been done to date is when an x-number is awarded to a
small business vendor, the small business certification from DGS is not attached. However, since the
recent procurement training on 11/20/08, the OSS1 will be doing this on all future x-numbers awarded to

a small business vendor.

[ Inspector’s Findings:

CHP 680A (Rev 09-08) OPI010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL W——r Division Chapter
COMMAND INSPECTION PROGRAM Gold Run Valley 3

Inspected by. Date:
E;Z%EZPT'ONS DOCUMENT _Ofﬁcer\NiIliams. #12961 12/11/08

|

I_Comﬁwander’s Response:

As the new Area commander, | am in the process of learning the Area past practices. | will continue to
incorporate innovated ideas to ensure compliance with policy, and implement processes to track
procurements and x-number requests. eg. spreadsheets, on-going administrative training, supervisory

and command approval.

[ Inspector's Comments:

None

equired Action

| Corrective Action Plan/Timeline

N/A
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Chapter:
CONMAND INSPECTION PROGRAM Gold Run Valley 3

Inspected by: Date:
E?QC;%PTIONS DOCUMENT OFficer V(/illiams, #12961 12/11/08

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

| Commander’s Basis for Appeal: B

N/A

[?ppeal Review/Decision: (This shall be the only level of appeal).

N/A
Lead%nalure; Date:

K snsa, S J201/08
Respoﬁdiné/CGmr’nandgﬂs Signature (for appeal): Date: -
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL : T ,
COMMAND INSPECTION PROGRAM . Valley e
INSPECTION CHECKLIST Evaluated by: Date:
Chapter 3, Command Procurements SEFICER D. WILLLAMS 12— 18- 0%
Cal-Card Program Assisted by: Date:

VALAR e MAyALD 12 -10- OR

e

——
m———

INSTRUCTIONS: Answer individual items with "Yes
deficiencies noted in the i
discrepancies and/or deficie

Furthermore, the Exceptions Document shall i follow-up

" or "No” answers,'ﬁtﬂll in the blanks as indi
nspections shall be commented on via the “Remarks’ section. Additionally, such
n an Exceptions Document and addressed to the next level of command.

cated. Any discrepancies with policy,

and/or corrective action(s) taken. If this form is used as a Follow-up

Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.
TYPE OF INSPECTION Lead Inspector's Signature:
] Division Level X Command Level \
N 7/ 2
[[] Executive Office Level [ Voluntary Self-Inspection ~;“}%ff’f’?’”’f %
Follow-up Required: [T Follow-up Inspection C% Date,
[]Yes [ ]No % e n_\ w\o(cb
; \
For applicable policy, refer to: HPM 11.2, Chapter 3
1 Are all employees associated with the use of the Cal- o
Card program completing the CHP 788, Conflict of [lYes | X No | CINA gefgaé s: Val and Rod are the only
% old Run employees associated with
Interest Statement, Employee, form? the Cal-Card program. To date, they
have not been completing the CHP
78S, but since the recent
procurement training, they will be
' doing this in the future.
2. Are STD. 21 Drug Free Workplace certifications Remarks: Some STD 21
8= h, N emarks. Some 's are
maintained within thi Cal Card command file for [Clves | B No |[CINA | Ziihed and maintained in the Cal
each vendor utilized? Card file, but most are not. The
0SS1 intends on starting this for all
vendors as of 1/1/08.
3. Are STD. 204 Payee Data Record forms maintained remarks: Some STD 204
A ; emarks. Some 's are
in the C?al Card command file for each vendor [JYes | KINo | [CINA | Ji:ched and maintained in the Cal
utilized? Card file, but most are not. The
0SS1 intends on starting this for all
vendors as of 1/1/08.
4. Are California Integrated Waste Management Board = ey
z . emarks: o, thisis no one
Form 7? documents maintained for each vendor OYes | ®No | CINA | Cirently. but the 0SSt intends on
utilized starting this for all vendors as of
1/1/08.
5. |f the vendor is a small business or DVBE is utilized, . s
is the certification letter from the Department of ClYes | X No |[INA Remarks: No, this is not done
) 0L SR currently, but the OSS1 intends on
General Services maintained In the Tile ¢ starting this for all vendors as of
1/1/09.
6. When fair and reasonable is utilized, is the fair and B AR SR slahaly
. emarks: is has not been aone in
‘rea§t<_)n:9ble method documented and properly COYes | TINo | BINA | o aea butif itis utilized, it will be
i justl ied s documented and properly justified.
7. Are purchases split into multiple transactions in order a3t ' '
to circumvent transaction purchase limits? Yes | X No |[CINA Remarks: This is against policy and
is not done in this Area.

CHP 680D (Rev. 03-08) OP1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 20f2

[a=8:

Does the CHP 317 Cal Card Log fully describe the

Remarks: Per training received at the

purChase? D Yes E No D N/A recent procurement training on
11/20/08, the purchase only needs to
be fully described in the log if it is not
on the invoice.

9. Are bank statements reconciled with the CHP 317 e Ve el .

. X ) : , ements
Cal Card Log and the receipts/invoices? XK Yes | [INo |[[INA are reconciled with the CHP 317 and
the receipts/invoices monthly by the
0SS1.

10. Is the CHP 317 Cal Card Log properly authorized

f . Remarks: Yes, the CHP 317 is
and maintained? Xyes | [INo | LIN/A properly authorized and maintained
by the OSS1.

11. Are credit invoices/receipts for returned items 5 P s 15t
maintained with the bank statement? X Yes | [INo | [JN/A | Remarks: Yes, they are maintained

in the Area file.

12. Do non-itemized purchase receipts/invoices R e 2y
document the purchase by listing the commodity, [lYes | DINo | LIN/A | oo o e re;i’;’rﬁ N
guantity, and unit price of the item(s) purchased on on the log, not the bank statement.
the bank statement.

y I maintained in a secure area?

13. Are Cal Cards IX Yes I:] No D N/A Remarks: We only have 2 Cal Cards
which are kept in a locked box in a
file cabinet which is locked after
business hours. The OSS1 and
Automotive Technician are the only 2
authorized Cal Card users for our
Area.

14. Are Cal Card purchases pre-approved by the
Remarks: Yes, they are verbally pre-

commander? DIYes | [INo [[1NA approved by the commander.

15. Have all cardholders received training on the
Remarks: Yes, the OSS1 and

1 2 '
Department's procurement processes DYes | [INo |[INA Automotive Technician both attended
the recent procurement training on
11/20/08.

16. Are item(s) purchased with the Cal Card prohibited 5 i i h

by departmental policy? [1Yes | XINo | [JN/A [ Remarks: Mo, all purchases are

within policy.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 1of4
Command: Division: Number:
Gold Run Valley
Evaluated by: Date:
OFFicee. D. L LiiAms 121 -0
Assisted by: Date:
VAVLARAE MAY AR 12-10 -0

INSTRUCTIONS: Answer individual items with “Yes” or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level X Command Level

[] Executive Office Level

[] Voluntary Self-Inspection

Lead Inspector's Signature:

Follow-up Required:

[ 1Yes [ 1No

] Follow-up Inspection @m@m-‘
N o .‘w

Date:

‘\L\\L\O%

For applicable policy, refer to: HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardlessof | X Yes | [INo |[JN/A Eﬁ[;’fg‘;j s\e(asi'c: f;';:ﬁfwﬁ(fﬁ ;?e
the estimated dollar value? repetitive, regardless of the estimated
dollar value.
2. Isa CHP 78 Contract Request used for one-time )
" services exceeding $4,999.99? X Yes | [INo |LIN/A ?ﬁ{;‘;’ﬁzwﬁﬁsc';“}fﬂﬁ ?oﬁsge'
3. 'Is the Office of Primary Interest (OPI) tracking _
numbering beginning with the requesting command [(JYes | XINo |[IN/A Eﬁ;"fgﬁf;a;h? 0331 has.°”'{hd°”e
three-digit location code used, followed by “CP" for 0881 in GoldS Ilgﬁ?m. %ﬁmoemc:indgno;a do
contract payable listed on the CHP 787 this on that contract request.
4. Is the performance of contract services monitored )
and documented? XIYes | [INo |[IN/A 5:5’5&'.‘& irT ?rlish:rsego sz itfti’te ' in the
future, the performance will be
: monitored and documented.
5. Are all copies of correspondence with the vendor e S
- . . Yes, all copies o
maintained? g Yes D No D N/A correspondence with ?he vendor are
maintained.
6. Are letters for contracts documented and maintained _
which outline any problems related to substandard or | [ Yes | [JNo | [JN/A | Remarks: .Ttt‘r'f? e fiol vat peen
non-performance of the vendor? future\,Nt’hislr\‘Nilllge Q%E:,'e_ HLifiis inthe
7. s the final product to be delivered described Sl L
[ o H g 3 emarks: €s, the
é;?_('asn;%e;lly and in as much detail as possible in the MYes | [IJNo |[JN/A describes spacifically the final prodict
to be delivered.
8. Are all required levels of approval/signature obtained,
including the required documentation and approvals | [X Yes | [JNo | [JN/A | Remarks: Yes, alllevels of
for expedite and emergency contracts per HPM 11.1, Esforfev?;ﬂ%?gf:;;éecﬁ;a%egr i
Chapter 22, before forwarding the CHP 78 or CHP 78A.
78A?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Page 20f4

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
’7 9. Are requests for contract services less than six . .
months from the anticipated start date of the contract | [ Yes | [TINo | XIN/A Wﬁr’:‘;’tsi‘slﬁfahas not been deatt
pre-approved by Assistant Commissioner, Staff, for ]
expedited processing?
10. |s all work completed and accepted by the = 7 T o
o . ) emarks: es, all work Is comp ete
Department before expiration of contract agreement? | X Yes | [JNo | [JN/A Aflaceanted By the.Dopertaent
before expiration of contract
agreement.

11. Are contract services performed according to the ol 4
quality, quantity, objectives, timeframes, and in the X Yes | [INo |[JN/A | Rernars: H\?:g'g:;‘lfe;‘;"ggs{r‘gfe
manner specified in the contract (e.g., review They both fulfill their contracts as
progress reports and interim products)? specified, and HVAC also keeps a log

which is available.

12. Are invoices for payment reviewed and approved to R e
substantiate expenditures for work performed andto | I Yes | [INo [ [JN/A | TEmares: Yss, lioices for payment

4 ' " are reviewed and approved to
prevent penalties being assessed® substantiate expenditures for work
performed and to prevent penalties
being assessed.

13. Are contract expenditures monitored to ensure there A ,
are sufficient funds to pay for all services rendered KYes | (ONo |[CJN/A | pemers T::y sﬁ;ﬂ%tggcnfgiﬁg'égy
as required by contract? by Fiscal Management Section since

they make the payment.

14. Does the requestor verify the contractor has fulfilled ] Remala: v _
all requirements of the contract before approving the | X Yes | [JNo | [JN/A thee";i:\tféctoisﬁggigﬁq?lgzsgﬁ’ verifies
final invoice? requirements of the contract before

approving the final invoice.

15. Is the final invoice identified and approved, as R ety AR
appropriate and forwarded to Fiscal Management XYes | [INo |CIN/A idzmﬁes'angzsgmgg' nyceele
Section for payment? forwarded to Fiscal Management

Section for payment.
16. Are all applicable form sections of the CHP 78 iy S e
. emarks:. Yes, alla Icable
completed? g Yes I:I No D N/A sections of the CHP"D7pB are i
completed.

17. Do emergency contracts document and justify a .
sudden, unexpected occurrence that poses a clear [dYes | CINo |[XIN/A | Remarks: We have not had to do any

' . et . . i emergency contracts in this Area.
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of [ Yesi[DdNo- {1 EN/A | Pemerss: T, e e T ad ot
Interest Statement, Employee, form? training on 11/26/08, it will be in

future. :

19. Are problems concerning the contractor's
performance fully documented in writing and made a | [JYes | [INo | [XIN/A | Remarks: We have not yet had any

: - problems concerning the contractor's
part of the contract manager's contract file? performance.

20. Are contract amendment request dollar amounts
increased more than 30%? [ Yes |- [C)'No | X N/A | Remarks: We have not yet had to

deal with this issue in Gold Run.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Page 3of4

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
21. Is the length of the contract amendment request AIVE o
) emarks: We have not yet done a
more than one year? OvYes | LINo | XIN/A contract amendment request.
22, Are amendments requested before the expiration of izl e
e I ” N emarks: We have not yet done a
the orig ontract [(JYes | [INo | XIN/A contract amendment request, but if
we do one, it would be before the
expiration of the original contract.
23. Is a service contract on a CHP 78, Contract Request :
initiated for any commercial meeting/conference [OYes | [INo | XIN/A gma‘;ﬁ- This does not apply to
room rental which is expected to exceed $4,999.99 in i
total cost?
24. Do conference room rental costs exceeding the $500 L 7
per day limit have pre-approval from Assistant ClYes | [INo | XIN/A gimaé'l‘; This does not apply to
Commissioner, Staff? ;
25. Are California Department of Justice (DOJ) and =3
Federal Bureau of Investigation (FBI) fingerprint ClYes | CONo | XIN/A Ss;“:frﬁsészq;fngegfg"f:er;géhf“’e
checks and driver license checks conducted for all of 2 s
the following types of agreements:
(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)
(4) Janitorial Services
(5) . Consulting Services
26, Is a driver license check conducted for, but not :
limited to, all of the following types of agreements, if | X Yes | [INo [[IN/A CR;TrZ'thso-rsT:re;ﬁehc?%’faﬂ;ta‘;‘:?;nzzy
the contractor and/or specifically assigned personnel personnel scheduled to be on site for
are scheduled to be on-site for more than 30 days: more than 30 days.
Per Facilities Section, the only
(1) Alarm and Fire Alarm Monitoring vendors we need to run and print are
(2) Camera Maintenance and Repair for Landscaping and janitorial
(3) Carpet Installation services. The only vendor that
(4) Diesel Generator Maintenance and Repair applies to our area is Northern Air
(5) Dishwasher Maintenance and Repair Mechanical, a heating, ventilation,
(6) Elevator Maintenance and Repair and AC company, and their results
(7) Fire Extinguisher Service are on file herq. Per Facilities
(8) Garage Door Maintenance and Repair Section, checkmg driver's licenses on
(9) Graphic Arts Equipment Maintenance and Repair all other vendors is left to our area’s
(10) Heating, Ventilation, and Air Conditioning Service discretion.
(11) Laundry/Linen Service
(12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(19)Uninterruptible Power Supply Maintenance and Repair
27. Are all driver license and fingerprint information . o
forwarded to Contract Services Unit (CSU), along [JYes | XINo |[[JN/A | Remarks: Per Facilties Section, we

with the contract number for retention after
Commander review?

are to keep the information in our
area file.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Page 4 of 4

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
[ 28. Is CSU advised by the command to determine if ; _ =
adverse information discovered is grounds for X Yes | [JNo |[IN/A E‘:g;i"'e‘fe' d'fifi‘;"gsn:a':jfg;”t‘at"’" 2
canceling the contract (i.e., adverse driver license Facilities Section to review aond
and/or criminal history information is received determine the outcome.
regarding the contractor or the contractor's
personnel)?
29. Are all invoices, records, and relevant documentation A A e :
: 1 ) 7 emarks: Yes, all this information is
trn:lr;;anl?rzcitf?or three years after the final payment of Yes | [INo |[[ONA P e e iy 5
: years.
30. Is a log sheet maintained for a diary of activities e T e o g S0
emarks. Yes, thereis a sign tn/ou
related to the contract? MXYes | [(ONo | [ON/A ehist malizined.
31. [s a computer file prepared for all contracts St Ak e
£ n emarks: No, a computer file is not
administered? Llves | XINo | [JN/A prepared for all contracts
administered. This Area only has
seven contracts.
32. Is a spreadsheet prepared listing all expenditures? ! et oot is o7
emarks: No, a spreadsheet is no
D Yes IZ No D N/A prepared listing all expenditures.
This Area only has seven contracts.
33. Is the notification to the contractor documented for R | g Tt il
. o emarks. Yes, tnis Is documente
the start date for services to begin? MYes | (ONo | [IN/A -
34. Is the contractor contacted to determine if all invoices _
have been received in order to oversee the OYes | XINo | [JN/A | Remarks: No, we do notcontact the
4 o contractor regargilng this; however,
completion of the contract” the contractor will contact us if they
are not paid to see if we received all
of their invoices.
35. Do consultant services contracts of $1,000 or more :
contain detailed performance criteria and a schedule | [JYes | [INo | [ N/A | Remarks: Ve o ol bee any
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1) '
36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts? [Iyes | [ONo |[XINA S:;gﬁ[fr;t Z\é?v?:egm Secany
(SCM Val. I, Ch. 3, Section 3.02.5) £
37. Does Contract work only begin after approval of the = R
" : emarks: Yes, the final contract is
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) X Yes | [INo |[INA A tvE o BT E Cont e T
started.
38. Are the requirements for Government Code Section :
19130 (a) or (b) documented and justified for ClYes | [ONo | XIN/A Kg‘;arksz This does not apply to our
personal service contracts? (GC 19130 & SCM Vol. |, ’
Ch. 7, Section 7.05)
39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol.1, | [JYes | XINo | [JN/A | Remarks: Notto our knowledge, but

Ch. 4, Section 4.09)

only the Contract Services Unit would
know for sure.
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STATE*OF CALIFORNIA Command: Division: Number: —|
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Gold Run Valley
COMMAND INSPECTION PROGRAM | Evaluatedby: _ O
INSPECTION CHECKLIST A T W b TR
Chapter 3, Command Procurements L Veiadie  mAusALD |2 f ey s

2 1

Purchases

INSTRUCTIONS: Answer individual items with "Yes" or "No” answers, or fill
applicable legal statues, or deficiencies noted in the inspections shall be co

in the blanks as indicated. Any discrepancies with policy,
mmented on via the “Remarks” section, Additionally, such

discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up andfor
Inspection, the “Follow-up Inspection” box shall be marked and only defici

corrective aclion(s) taken, If this form is used as a Follow-up
ent items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level Command Level
[] Executive Office Level L] Voluntary Self-Inspection

Lead Inspector's Signature;

%4?,{4;

Follow-up Required:
[ ]Yes [ ]No [J Follow-up Inspection

Commander's-Sj = Date:
m‘k{?ﬁ\\) ”—\\'L \C)t?)

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the Remarks: Yes, the participants in the
. . 'y emarks: Yes, the participants in the
commdand Iefvel famlllar_WIt'f; the related policies and XYes | [ONo |[JN/A procurement process (OSS1, OA
procedures for purchasing’ Automotive Technician, and Janitor)
are familiar with the related policies
and procedures for purchasing. In
addition, they all attended the recent
procurement training on 11/20/08,
2. Have Approvers/reviewers of purchases received R i P .
Qremd 2 emarks: €s, the curren
procurement tralnmg. Iz Yes D No D N/A Administrative Sergeant also
attended the procurement training on
: 11/20/08.
3. Are prohibited items procured on CHP 43, Purchases s e R
e n emarks: No, prohibited items are
Requisitions? [Yes | XINo LIN/A not procured on a CHP 43.
* Supplies for personally — owned equipment
e Commodities for personal use o
o Confirming order
s Purchases via the internet
4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from XYes | (ONo |IN/A aRreem?;kséreYtjeS. ebaele SR 3
different suppliers or from different statewide PIEpar:
commodity contracts?
5. s all required information entered on the CHP 43,
urchase Requisition? v Remarks: Mostly yes; however, the
Purchase R quisition Yes D No D N/A coding has not been included to date,
but that has changed due to
procurement training.
8. Are the CHP 43's, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each | [X] Yes [INo | [JN/A | Remarks: Yes, the CHP 43's are
s (July 1)? numbered consecutively, starting
y Yy 1)e anew at the beginning of each fiscal
year.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Page 20f3

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases
7. Are expedited requests for the purchase of goods . —‘
forwarded to the Assistant Commissioner, Staff, for X Yes | [JNo [[JN/A | Remarks: To date we have not had
i any expedited requests _for the
approval? purchase of goods, but if we do any
in the future, they will be forwarded to
the Assistant Commissioner, Staff for
approval,

8. Do specialized items purchased contain the = o e

] Ty = - V4 emarks: Yes, specialized items
appropriate Division, and/or OP! approvals? Yes | [JNo |[JN/A purchased contain the appropriate
approvals.

8. Are the CHP 43's, Purchase Requisitions, & ks: Yes, the CHP 43

o : < emarks: Yes, the 's are
competitively bid? Yes | [JNo |[JN/A competitively bid.

10. Does the CHP 315, Price Comparison Worksheet, Remarks: Yes, the CHP 315

. . 7 emarks: Yes, the
document at least two price quotations? Yes | [INo | [N/A | Remarks: s s
quotations.

11. Are Limited Competitive Bidding purchase requests _
that limit or restrict the purchase to one specific Cvyes | [ONo NJA | Beamaiks: We have not had to deal
brand or model justified and in compliance with SAM '

35557

12. Are Limited Competitive Bidding purchase requests '
for items that interface with existing departmental Clves | INo N/A | Remarks: We Rave not had to deal
equipment in compliance with SAM 3555.37 '

13. Do Non-Competitive Bid (NCB) purchase requests = '
contain the NCB justification and NCB Corrective [JYes | [ONo N/A | Remarks: This.is not done in our
Action Plan documents? :

14. Are items checked immediately for content and o e Ves i haciad

. emarks: Yes, items are chec e
damage when delivered? D Yes [ [INo |[CIN/A immediately for content and damage
when delivered.

15. Is the "received copy” of the purchase order ' T
approved, dated, and forwarded to the Fiscal D Yes | [ONo |[INJ/A aR: ’?:v”;z' Jaiigt“:ngiﬁ‘ilf:rﬂggﬁy -~
Management Section (FMS), Account Payable Unit, FS within three business days of
within three business days of receipt, if all items are receipt with one exception. In that
accepted? instance, the OSS1 was in contact

with FMS or Purchasing by phone,
and then forwarded the paperwork
when completed.

16. Are freight and/or packing slips attached to the Remafices Irth f

r emarks. Inthe past, the freight
;e;\;g))/ed copy of the purchase order and sent to MYes | [ONo |[IN/A and/or packing slips were keptgwlth
! our file copy; however, they are now
attached to the purchase order when
it is sent to FMS.

17. 1s FMS provided a photocopy of the purchase order e :
and any approved freight or packing slips as X Yes | [JNo |[JN/A | Remarks: We have not had to deal
acknowledgement that a portion of the order has m‘fs"v‘v?,'fb';‘ %T,;svr::_ oL e da,
been received?

18. Is the original “received copy" retained by the
command for completion and forwarding to the FMS | [X] Yes | [JNo | [ N/A | Remarks: We have not had to deal

when the complete shipment is received?

with this in our area yet, but if we do,
this will be followed. )
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INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 30of3

19. Are damaged items delivered by common carrier
acknowledged on the freight bill by the carrier’s driver
before being accepted?

X Yes

[INo

CIN/A

Remarks: If the package containers—’
(i.e. Boxes) are obviously damaged,
they are opened while the common
carrier is still here. If the contents are
damaged, the carrier's driver signs
the freight biii to acknowledge the
damage.

20. Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

Yes

[INo

CIN/A

Remarks: We have only had to do
this one time, and Supply Services
was called to cancel the order.

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes

[ No

CIN/A

Remarks: Yes, the 0SS1 reviews the
open purchase orders periodically to
ensure the orders are not opened for
an unreasonable length of time.

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. II, Ch. 11, Topic 4)

Yes

[] No

[ N/A

Remarks: Yes, copies of the
purchase requisitions and purchase
orders are maintained for 3 years
from the date of purchase. We are
not notified when the payment is
made.

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

[ Yes

X No

LI N/A

Remarks: This has only been done
on occasion, but will be done
consistently now since procurement
training.

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

[ Yes

B No

I N/A

Remarks: No, this is not done in this

Area.
=]
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STATE OF CALIFORNIA

Page 10f2

DEPARTNMENMT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM Gold Rtm Valley —
INSPECTION CHECKLIST Sl | S
Chapter 3, Command Procurements e ‘b(y/C{L D, (D1liidnag 508
LReg Rrogram VALALLE WA)MD 2 -1v~-oR

INSTRUCTIONS: Answer individual items with “Yes” or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) takgn,
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-insp

If this form is used as a Follow-up
ected.

["TYPE OF INSPECTION

Lead Inspector's Signature:

[]Yes [ JNo

[] Division Level XI'Command Level
[] Executive Office Level (] Voluntary Self-Inspection ?%4’5/,’?'7’4&
Follow-up Required: L] Follow-up Inspection

For applicable policy, refer to: HPM 11.1, Chapter 23

Com s-Signature—— J Date: .
%k&»—“\j\\? | \I\KL\G@

1.

Are multiple X Numbers awarded to the same vendor

Telecommunications Section?

. Rt Remarks: No, this is against policy
to circumvent the $4,999 contract limit? dYes | XINo |[IN/A Al Nl S
2. Does all X Number file documentation contain the Remarks: New vendors have an STO
' STD. 204 Payee Data Record? X Yes [ No LIN/A 204 attached to the documentation,
but vendors we have used before do
not have one attached in our area file,
. The STD 204's should be on file at
Business Services Section, with the X
Number coordinator.

3. Do X Numbers requiring a contract (i.e., janitorial or - o ik fanoi o
landscaping) have prior approval from the Business [(lYes | [ONo | XIN/A Aferga' S- This does not apply to this
Services Section commander?

4. Are X Number requests made prior to the date the B ey et T ;s

. : : I requests

services are performed? K Yes | [ONo [IN/A are usually made prior to the date the

services are performed. One
exception was for Sierra Tow when
they were used improperly as an
evidence tow; however, the
paperwork was submitted through
channels for approval.

5. Are X Numbers issued for a one-time use?

& Yes D No D N/A Remarks: Yes, X Numbers are
issued for a one-time use.

6. Are prohibited services performed using an X

Remarks: No, X Numbers are not
Number? D Yes & No D N/A used for prohibited services.
7. Are X Numbers used for the procurement of a = AR 4
: it emarks: Yes, umbers are use
service and not the purchase of a commodity? XYes | [ONo |[[]N/A HGL8 praGtament of 8 Fendet oot
the purchase of a commodity.

8. Are X Numbers issued for telecommunications .

related services pre-approved by X Yes | [ONo |[JN/A | Remarks: We have not had to

request any X Numbers foi
telecommunications related services,
but if we did, it would be pre-
approved by Telecommunications
Section.

CHP 6B0E (Rev. 09-08) OP! 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

X-Number Program

Page 2 0f 2

9. Do X Numbers used for facilities related services = . il .
(such as roof repair, electrical) costing over $1,000 XYes | [ONo |[JN/A u;ﬁ;ﬁ; via e-mail ayn3r§ §5§§°§fme
have prior approval from Facilities Section? e-mail is kept in our file.

10. Do X Numbers issued for lapsed contractual RemArkeawe Five nat ha
agreements have prior a'?pproval by the appropriate [IYes | [ONo |XIN/A request any X Numbers for lapsed
Assistant Commissioner? contractual agreements, but if we did,

it would be pre-approved by the
appropriate Assistant Commissioner.

11. Do all X Numbers awarded to a non-small business S e AL A

A a = g | ers
vendor contain three price quotations? X Yes [ [ONo |[IN/A awarded to a non-small busingas
vendor contain three price quotations.

12. Do all X Numbers awarded to a small business 5 er-TThis hag not besd gass
vendor contain the small business certification from [JYes | XINo |[IN/A d:tg‘aguf'smce th: ,e;’enﬁfgmi‘;;e e
the Department of General Services (DGS)? received on 11/20/08, the OSS1 will

begin doing this.

13. Does the file documentation contain the STD. 21 Remane: INow vendor P s =

a a N a
Drug Free workplace certification for X Number Kyes | [INo |[[ON/A 21 attached to the documentation, but
vendors? vendors we have used before do not
have one attached in our area file.
The STD 21's should be on file at
Business Services Section, with the X
Number coordinator.

14. Do emergency service X Numbers document and Remarks: Yes, emergency service X
Justify the emergency? DYes | [INo [[IN/A Numbers document and justify the

emergency.

15. Is the itemized invoice for each X Number service REmarke MY aas iR o e

- . X : . ice
maintained in the command's files? KYes | [ONo |[JN/A I e e

maintained in the command's files.

CHP 6BOE (Rev. 09-08) OP1 010



DEPARTMENT OF CALIFORNIA HIGHWAY PATROL DPIF | valley £ 8
COMMAND INSPECTION PROGRAM Inspected by: L,mbﬂay
EXCEPTIONS DOCUMENT S % T 37777

INSTRUETIONS: This document shall be typed. Check appropriate boxes as necessary, of fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter Inspection number. Under “Eorward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included

[] Division Level [X] Command Level [] Appeal Included

[] Executive Office Level [] Attachments Included
Follow-up Required: \F/glrrelirgit/?;ion Commander’s Signature: Date:
OYes  XINo Due Date: 12/31/2008

Inspector's Comments Regarding Innovative Practices:

[ Command Suggestions for Statewide Improvement:

| Inspector's Findings:
| conducted a Chapter 3 inspection which included inspecting Cal - Card, Requisitions, Purchases and
Contracts. | found the files to be well organized and complete. | found that purchases, requisitions, and
contracts are completed within departmental policy as well as state law. | found minor errors in

_ paperwork which consisted of additional forms associated with the process, such as STD 21 forms not

completed or small business certificates not kept in file. Recently all employees involved in the process
received the departmental procurement training. :

CHP 680A {Rev. 09-08) OP1010



STAIE UF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2 .

Command: Division: Chapter:

DPIF VALLEY 3
Inspected by: - Date:
Sergeant Treharne 11/29/2008

[ Commander's Response:

All employees involved in the procurement process have attended the departmentally required
procurement training. During that training a checklist was disseminated which is now utilized when
purchases are made. To ensure the appropriate paperwork is being completed it will be reviewed during

the quarterly Area audits.

[ Inspector's Comments:

{RequiredAction’!

Corrective Action Plan/Timeline

CHP 880A (Rev, 08-08) OPID10




STATE OF CALIFORNIA
'DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
. ' Command: Division: Chapter:
DPIF VALLEY 3 '
Inspected by: Date:
Page 3 Sergeant Treharne 11/29/2008 ‘

FEAN LRI

Appoals.sh days of the completed Chapterinspection). s i

Commander’s Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector's Signature: Date:

CHP 680A (Reév. 09-08) OPI 010
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL e ;

COMMAND INSPECTION PROGRAM | 5™ " alley remeer

INSPECTION CHECKLIST Insp. Fac.

Chapter 3, Command Procurements Evaluated by: Date:

Cal-Card Program Sergeant Treharne 11/29/2008
o O " ifea]ox

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up andj/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

rTYPE OF INSPECTION Lead Inspector's Signature:
[] Division Level X Command Level 6 !q {O?
[[] Executive Office Level 1 Voluntary Self-Inspection

Follow-up Required: [_] Follow-up Inspection m${gn ture: g 222 Date:
[ ]Yes X No b I/\—) 2§ "5/"’/‘9“.7

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-

Card program completing the CHP 78S, Conflict of X Yes | [ONo |[JN/A | Remarks:
Interest Statement, Employee, form?
2. Are STD. 21 Drug Free Workplace certifications —
. q s s 7 emarks:
maintained within the Cal Card command file for [ Yes No | [IN/A T .
each vendor utilized? Office Supply. Will correct on next
purchase.
3. Are STD. 204 Payee Data Record forms maintained Remark
. : emarks:
in the Q?al Card command file for each vendor [JYes | XINo | [JN/A Currently not completed for Bradbury
utilized Office Supply. Will correct on next
purchase.
4. Are California Integrated Waste Management Board e
. . emarks.:
Form 72 documents maintained for each vendor (dYes | XINo |[JNA Currently not completed for Bradbury
utilized? Office Supply. Will correct on next
purchase.

5. If the vendor is a small business or DVBE is utilized, .
is the certification letter from the Department of K Yes | [JNo | [JN/A | Remarks:

General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and

reasonable method documented and properly [lYes | [ONo | X N/A | Remarks:
justified?
7. Are purchases split inte multiple transactions in order _
to circumvent transaction purchase limits? ClYes | XINo | [JN/A | Remarks:
8. Does the CHP 317 Cal Card Log fully describe the 4
purchase? KYes | (ONo | [JN/A | Remarks:
9. Are bank statements reconciled with the CHP 317 _
Cal Card Log and the receipts/invoices? XlYes | [OJNo | [JN/A | Remarks:

CHP 660D (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Cal-Card Program

Page

2of 2

10. Isthe CHP 317 Cal Card Log properly authorized
and maintained?

X Yes

] No

CIN/A

Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement?

[] Yes

[JNo

X N/A

Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commaodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes

] No

LIN/A

Remarks:

13. Are Cal Cards maintained in a secure area?

X Yes

] No

[CIN/A

Remarks:

14. Are Cal Card purchases pre-approved by the
commander?

Yes

[] No

LIN/A

Remarks:

15. Have all cardholders received training on the
Department's procurement processes?

X Yes

] No

CIN/A

Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy?

[ Yes

X No

CIN/A

Remarks:

CHP 680D (Rev. 09-08) OP1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMEAND INSPECTION PROGRAM Donner Pass Valley
INSPECT:ON CHECKLIST Insp. Fac. e
Chapter 3, Command Procurements ' '

Sergeant Treharne 11/29/2008
Contracts g T

Assisted by: /\ﬁ I
A

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "“Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

rTYPE OF INSPECTION

[]Yes X No

Compmanders4 Signature: N
\JM w Mo

Lead Inspggtor's Signature:
] Division Level X Command Level A-Q\& l
[C] Executive Office Level [ 1 Voluntary Self-inspection 5 q ( OC/
Follow-up Required: L] Follow-up Inspection Date:

>/7/oy

For applicable policy, refer to: HPM 11.1, Chapter 22

1.

Is a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

X Yes | []No

CIN/A

Remarks:

Is a CHP 78 Contract Request used for one-time
services exceeding $4,999.99?

TMyes | [JNo

X N/A

Remarks:

Is the Office of Primary Interest (OPI) tracking
numbering beginning with the requesting command
three-digit location code used, followed by “CP” for
contract pavable listed on the CHP 787

X Yes | []No

CIN/A

Remarks:

Is the performance of contract services monitored
and documented?

X Yes | [JNo

CInNA

Remarks:

Are all copies of correspondence with the vendor
maintained?

X Yes | []No

I N/A

Remarks:

Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

[JYes | [No .

X N7A

Remarks:

Is the final product to be delivered described
specifically and in as much detail as possible in the
CHP 787

X Yes | [No

[IN/A

Remarks:

Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7

X Yes | [JNo

CIN/A

Remarks:

CHP 680F (Rev. 09-08) OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page

20of4

9.

Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

] Yes

[INo

X N/A

Remarks:

10.

Is all work completed and accepted by the
Department before expiration of contract agreement?

X Yes

INo

CIN/A

Remarks:

11.

Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

X Yes

[TNo

CIN/A

Remarks:

12.

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

[INo

LIN/A

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes

INo

CIN/A

Remarks:

14.

Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes

I No

CIN/A

Remarks:

15.

Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

O No

LIN/A

Remarks:

16.

Are all applicable form sections of the CHP 78
completed?

X Yes

[INo

CIN/A

Remarks:

17.

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring imrnediate action to
mitigate the less or impairment of life, health,
property, or essential public services?

[ Yes

[J No

X N/A

Remarks:

18.

Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

K Yes

[INo

CIN/A

Remarks:

18.

Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

[JYes

[JNo

X N/A

Remarks:

20

. Are contract amendment request dollar amounts
" increased more than 30%7

[ Yes

] No

X N/A

Remarks:

CHP 680F
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the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair
) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair

(10) Heating, Ventilation, and Air Conditioning Service

(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)

(17) Telephone Services (cellular, satellite, and regular)

(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

Page 3of4
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. Is the length of the contract amendment request i
more than one year? [dYes | XINo |[JN/A | Remarks:

22. Are amendments requested before the expiration of
the original contract? CYes | [JNo | XIN/A | Remarks:

23. Is a service contract on a CHP 78, Contract Request .
initiated for any commercial meeting/conference OvYes | [CONo | XIN/A | Remarks:
room rental which is expected to exceed $4,999.99 in
total cost?

24. Do conference room rental costs exceeding the $500 .
per day limit have pre-approval from Assistant OvYes | CONo | XIN/A | Remarks:
Commissioner, Staff?

25. Are California Department of Justice (DOJ) and .
Federal Bureau of Investigation (FBI) fingerprint X Yes | [INo |[JN/A | Remarks:
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructar Services (on-site)

(4) Janitorial Services

(5) Consulting Services

26. Is a driver license check conducted for, but not ]
limited to, all of the following types of agreements, if | []Yes | [JNo | [X]N/A | Remarks:

CHP 680F (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION.CHECKLIST

Chapter 3, Command Procurements

Contracts

Page

4 of 4

27. Are all driver license and fingerprint information

forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

X Yes

] No

LINA

Remarks:

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

1 Yes

I No

X N/A

Remarks:

29.

Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

X Yes

J No

LIN/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

Yes

[T No

LIN/A

Remarks:

31.

Is a computer file prepared for all contracts
administered?

[] Yes

[ No

CIN/A

Remarks:

32,

Is a spreadsheet prepared listing all expenditures?

[] Yes

I No

LIN/A

Remarks:

33.

Is the notification to the contractor documented for
the start date for services to begin?

Yes

[ No

CINA

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes

[ No

LIN/A

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

[J Yes

] No

X N/A

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. |, Ch. 3, Section 3.02.5)

[ Yes

[ No

X N/A

Remarks:

37.

Does Contract-work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

X Yes

[INo

LIN/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

X Yes

[ No

LIN/A

Remarks:

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I,
Ch. 4, Section 4.09)

1 Yes

X No

LIN/A

Remarks:

CHP 680F (Rev. 09-08) OPI 010



Page Tof3

STATE OF CALIFORNIA Command: Division: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Donner Pass Valley

COMMAND INSPECTION PROGRAM 'E“S'P-t 530- =
|NSPECT|ON CHECKLIST ta uated by: —

Chapter 3, Command Procurements Egr?(tjas nt Treharne 31/ 29/ 2008
Purchases | Assisted by: / | Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspecfor's Signature:
[] Division Level X Command Level \)‘ML/L@V{ E lq l O?

(] Executive Office Level | Voluntary Self-Inspection
Comrnanfler‘s ignature: Date:
L\.Duoj b\ lo a%i‘ 3/*/0?

Follow-up Required:
D Yes No [ Follow-up Inspection

For applicable policy, refer to: HPM 11.2, Chapter 7

S

1. Are participants in the procurement process at the _
command level familiar with the related policies and XIYes | [ONo |[JNJA | Remarks:

procedures for purchasing?

2. Have Approvers/reviewers of purchases received _
procurement training? Yes | [JNo |[JN/A | Remarks:

3. Are prohibited items procured on CHP 43, Purchases _
Requisitions? (] Yes No | [JN/A | Remarks:

Supplies for personally — owned equipment
* Commodities for personal use

¢ Confirming order

* Purchases via the internet

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from X Yes | CINo | [JN/A | Remarks:
different suppliers or from different statewide
commodity contracts?

5. Is all required information entered on the CHP 43, )
Purchase Requisition? KYes | ONo [CIN/A | Remarks:

6. Arethe CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each Oyes | [ONo N/A | Remarks:

fiscal year (July 1)?

7. Are expedited requests for the purchase of goods _
forwarded to the Assistant Commissioner, Staff, for [JvYes | [JNo N/A | Remarks:

approval?

CHP 680C (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

- COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 20f3

8.

Do specialized items purchased contain the
appropriate Division, and/or OPI approvals?

X Yes

I No

LIN/A

Remarks:

Are the CHP 43, Purchase Requisitions,
competitively bid?

X ves

[ No

LIN/A

Remarks:

10.

Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

[1Yes

X No

LIN/A

Remarks:
Some only provided one

11.

Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

X Yes

[ No

LIN/A

Remarks:

12.

Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

[ Yes

I No

X N/A

Remarks:

13.

Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

[ Yes

[T No

XI N/A

Remarks:

14

Are items checked immediately for content and
damage when delivered?

X ves

[TINo

CIN/A

Remarks:

15.

Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted? v

X Yes

[JNo

CIN/A

Remarks:

16.

Are freight and/or packing slips attached to the
received copy of the purchase order and sent to

FMS?

X Yes

I No

LI N/A

Remarks:

17.

Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes

[ No

CIN/A

Remarks:

18.

Is the original “received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes

[INo

CIN/A

Remarks:

19.

Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

[] Yes

[INo

X N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 3of3

20. Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

[1Yes

[T No

X N/A

Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes

["TNo

I N/A

Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. I, Ch. 11, Topic 4)

X Yes

[ No

LIN/A

Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

[C] Yes

X No

I N/A

Remarks:

Paperwork is kept for the purchases
however, no basis for decisions are
tracked.

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department’s delegated purchase authority limits?
(Public Contracts Code Section 10329)

[] Yes

X No

LIN/A

Remarks:
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number: T
COMMAND INSPECTION PROGRAM Donner Pass Valley
INSPECTION CHECKLIST lEnS;p-t Eﬁc- =
o] valuate Y. ate:
ghﬁffﬁg; gggg;”d Procurements Sergeant Treharne 11/29/2008
Date:

Page

1of2

Assisted by: /\( /

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

PTYPE OF INSPECTION
[[] Division Level

Xl Command Level

[ Executive Office Level il Voluntary Self-Inspection

l.ead Ing,

r's Signature:

3la[o9

Follow-up Required: [ Foliow-up Inspection

[]Yes X No

ornmande[’s Jignature;
ST T0000

Date:

2/ Joy

For applicable policy, refer to: HPM 11.1, Chapter 23

1.

Are multiple X Numbers awarded to the same vendor

Assistant Commissioner?

to circumvent the $4,999 contract limit? [OYes | XINo | []N/A | Remarks:
2. Does all X Number file documentation contain the R N
2 emarks:
STD. 204 Payee Data Record? (OYes | XINo | [JN/A & vera) SanBeretiid mowesnisin
the STD 204.
3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business | [] Yes | [JNo | X N/A | Remarks:
Services Section commander?
4. Are X Number requests made prior to the date the _
services are performed? X Yes | [INo | []N/A | Remarks:
5. Are X Numbers issued for a one-time use?
X Yes | [JNo | []N/A | Remarks:
6. Are prohibited services performed using an X
Number? (JYes | XINo | [JN/A | Remarks:
7. Are X Numbers used for the procurement of a
service-and not the purchase of a commodity? X Yes | [INo |[JN/A | Remarks:
8. Are X Numbers issued for telecommunications
related services pre-approved by [(OYes | [JNo | N/A | Remarks:
Telecommunications Section?
9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000 X vYes | [INo |[JN/A | Remarks:
have prior approval from Facilities Section?
10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate [(JYes | [INo |[X N/A | Remarks:
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’STA.TE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 2, Command Procurements

X-Number Program

11.

12.

Page 20f2

Do all X Numbers awarded to a non-smai business
vendor contain three price quotations?

Do all X Numbers awarded to a small business
vendor contain the Small business certification from
the Department of General Services (DGS)?

13.

14.

Does the file documentation contain the STD. 21
Drug Free workplace certification for X Number
vendors?

Do emergency service X Numbers document and
justify the emergency?

15.

Is the itemized invoice for each X Number service
maintained in the command's files?

[ Yes l KINo |[JN/A | Remarks:
D ves ho LIn/A '?r?(;n (?eﬂrftff:icates are not always
printed.
D Yes No D N/A SErg?gszsz were completed.
Ovyes | [INo N/A I_Rema'ks‘:\
Yes | [ONo |[J NIAFE‘”‘S:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: LIVISION. b
Chico Area | Valley 3

Inspected by: Date:
Captain D. S. Gillingwater 12/3/2008

number of the inspection in the Chapter Inspection number. Under “Forward to:'
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for st

improvement, identified deficiencies, corrective ac
additional space is required.

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicatgd. ' nie tRefthapter
 enter the next level of command wigrg theiocu ent
atewlde

tion plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

TYPE OF INSPECTION

[] Division Level [X] Command Level

[] Executive Office Level

[] Corrective Action Plan Inciuded

[] Appeal Included

[] Attachments Included

Cyes  XINo Due Date: 12/31/2008

Chapter Inspection:

Inspector's Comments Regarding [nnovative Practices:

Foll Regquired: Forward to: Com er's Signat Date:
elioUp IEGRITEE Valley Division 12/03/2008

No innovative processes are implemented at the command. All processes are completed in a very

simplified manner.

| Command Suggestions for Statewide Improvement:

None

| Inspector’s Findings:

No discrepancies were found.

CHP 680A (Rev 08-08) OPI010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Chapter:

3

Date:

12/03/2008

Division:

Valley

Command:
| Chico Area

[ Inspected by:

Captain D. S. Gillin
/,/_/_/—’-l

Page 2

‘Commander's Response:

All inspected items were being processed according to departmental policy.

Inspector's Comments: |

Same as above.

equired Action e

Corrective Action Plan/Timeline

N/A

CHP 680A (Rev, 09-08) OP1010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM Command: Division: Chapter.
EXCEPTIONS DOCUMENT Chico Area Valley 3

Inspected by: Date:
Page 3 Capptain yD. S. Gillingwater 12/03/2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

N/A

| Appeal Review/Decision: (This shall be the only level of appeal).

\ TS

ad In f.{.[-l;\l s| ign Date:
X M 12/03/2008
N

Respaonding Comiqander’s ‘gn\;\t&@appeal) Date:
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STATE OF CALIFORNIA

Page 1o0t2

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM -
INSPECTION CHECKLIST Chico Ared

Chapter 3, Command Procurements

Cal-Card Program Assisted by

Command: Division: Number:
Valley 241-05-08
Date:
Captain D. S. Gillingwater 12/03/2008
Date:

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as ind
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the
discrepancies and/or deficiencies shall be documented on an Exceptions Documen

Furthermore, the Exceplions Document shaii inciude any follow-up and/or corrective action
Inspection, the "Follow-up Inspection” box shall be marked and only d

t and addressed to the
(s) taken. If this form is used as a Follow-up

eficient items need to be re-inspecied.

icated. Any discrepancies with policy,
“Remarks" section. Additionally, such

next level of command.

TYPE OF INSPECTION

(] Division Level [X] Command Level
[] Executive Office Level [] Voluntary Self-inspection
Follow-up Required: [J Follow-up Inspection

[]Yes X No

For applicable policy, refer to: HPM 11.2, Chapter 3

Date:
)2/03/2008

1 Are all employees associated with the use of the Cal-

Card program completing the CHP 78S, Conflict of X Yes | [INo |[IN/A Remarks:
Interest Statement, Employee, form?
5 Are STD. 21 Drug Free Workplace certifications = .
maintained within the Cal Card command file for X vYes | [INo |[INA emarks:
each vendor utilized?
3 Are STD. 204 Payee Data Record forms maintained Remarks: STD 2045 for X-numb
Tﬁ}ihzzc(j:?al Card command file for each vendor ves | [INo |[NA a:d g;lz'ard e ke:t %roégﬂﬁ‘e‘em
4. Are California Integrated Waste Management Board _ o
Form 74 documents maintained for each vendor [JYes | INo |[INA 'jff“a;“; IS;:WT S EEIGES (oF
utilized? R GRS
5 If the vendor is a small business or DVBE is utilized, R _
is the certification letter from the Department of K Yes | [ONo |[IN/A emarks:
General Services maintained in the file?
6. When fair and reasonabie is utilized, is the fair and _
reasonable method documented and properly X Yes | [INo |[INA Remarks:
justified?
7. Are purchases split into multiple transactions in order .
to circumvent transaction purchase limits? [Oves | XINo |[INA Remarks:
8 Does the CHP 317 Cai Card Log fully describe the _
purchase? [QvYes | CINo | [LINA Remarks:
9. Are bank statements reconciled with the CHP 317 _
Cal Card Log and the receipts/invoices? XYes | [INo |[INA Remarks:

CHP 680D (Rev 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page

20t2

10.

s the CHP 317 Cal Card Log properly authorized
and maintained?

X Yes

I No

I N/A

Remarks:

1.

Are credit invoices/receipts for returned items
maintained with the bank statement?

X Yes

] No

LINA

Remarks:

12.

Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

K Yes

] No

CIN/A

Remarks:

13.

Are Cal Cards maintained in a secure area?

X Yes

1No

(I N/A

Remarks:

14.

Are Cal Card purchases pre-approved by the
commander?

X Yes

] No

CIN/A

Remarks:

15.

Have all cardholders received training on the
Department's procurement processes?

Yes

1 No

LI N/A

Remarks:

16.

Are item(s) purchased with the Cal Card prohibited
by departmental policy?

[ Yes

X No

CINA

Remarks:

CHP 6800 (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA .
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Corjmand: elxﬂsion: ;lu;'nggfaa
COMMAND INSPECTION PROGRAM | Chico Area s o

valuated by: :
INSPECTION CHECKLIST Captain D. S. Gillingwater 12/03/2008
Chapter 3, Command Procurements Assisted by Date:
Contracts

INSTRUCTIONS: Answer individual items with "“Yes” or "“No" answers, or fi
noted in the inspections shall be commented on via the "Remarks” section. Additionally, such

be documented on an Exceptions Document and addressed to the next level of command.
t shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up

applicable legal statues, or deficiencies
discrepancies and/or deficiencies shall
Furthermore, the Exceptions Documen

Il in the blanks as indicated. Any discrepancies with policy,

Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
[] Division Level X] Command Level ‘1
[] Executive Office Level [] Voluntary Self-Inspection J
S e o
- i g E i ommgndef's Sjgnatures ate:
Fl%llgvgsup Re%ered_ [T Follow-up Inspection (k&m 12/03/2008
o) :
For applicable policy, refer to: HPM 11.1, Chapter 22 \j

7 Isa CHP 78 Contract Request used to initiate all .
service contracts which are repetitive, regardless of X Yes | [ONo | LINA CR:T:‘;‘;’CKtS('RTah:g':;ea only has one
the estimated dollar value? '

5 1s a CHP 78 Contract Request used for one-time .
services exceeding $4,999.997 X Yes | [INo | LINA Remarks:

3. |s the Office of Primary Interest (OPI)-tracking ‘
numbering beginning with the requesting command X Yes | (ONo |[INA AR MaNS:
three-digit location code used, followed by “CP" for
contract payable listed on the CHP 787

4. |s the performance of contract services monitored )
and documented? X Yes | [ONo |[INA Remarks:

5. Are all copies of correspondence with the vendor )
maintained? X Yes | [INo |[INA Remaus:

6. Are letters for contracts documented and maintained _
which outline any problems related to substandard or X Yes | (ONo |[INA AN
non-performance of the vendor?

7 s the final product to be delivered described _
specifically and in as much detail as possible in the K Yes | [INo | [INA Remarks:

CHP 787

8. Are all required levels of approval/signature obtained, _
including the required documentation and approvals | [X] Yes [INo | CIN/A | Remars
for expedite and emergency contracts per HPM 11.1,

Chapter 22, hefore forwarding the CHP 78 or CHP
78A7

CHP 680F (Rev, 09-08) OP1010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page

20f4

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

[vYes

[ No

X N/A

Remarks:

10. Is all work completed and accepted by the
Department before expiration of contract agreement?

Yes

1No

CIN/A

Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

X Yes

[ No

L1 N/A

Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

K Yes

] No

CINA

Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes

I No

[ N/A

Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes

O No

CIN/A

Remarks:

15. Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

‘X Yes

1 N/A

Remarks:

16. Are all applicable form sections of the CHP 78
completed?

X Yes

1 No

CIN/A

Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

[] Yes

O No

X N/A

Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

X Yes

I No

I N/A

Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

X Yes

I No

C1N/A

Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%7?

] Yes

X No

CIN/A

Remarks:

CHP 680F (Rev 09-08) OP! 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

more than one year?

22 Are amendments requested before the expiration of

the original contract?

initiated for any commercial meeting/conference

Contracts
- TE__________-————
21. |s the length of the contract amendment request
Remarks:

B N/A

N/A Remarks:

23. s a service contract on a CHP 78, Contract Request = el
NIA '

room rental which is expected to exceed $4,999.99 in
total cost?

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

25. Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-sile)

(4) Janitorial Services

(5) Consulting Services

/

26, |s a driver license check conducted for, but not
limited to, all of the following types of agreements, f
the contractor and/or specifically assigned personnel
are scheduled to be on-sité for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

N/A Remarks:

& N/A Remarks:

& N/A Remarks:

CHP 6B0F (Rev 09-08) OPI1010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27.

Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

[Jvyes | [dNo

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

[]vYes | [ONo

29.

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

B Yes | I No

Page

4 ot 4

X N/A

Remarks:

N/A

Remarks:

CIN/A

Remarks:

30.

s a log sheet maintained for a diary of activities
related to the contract?

[Jves | XINo

CIN/A

Remarks:

31.

Is a computer file prepared for all contracts
administered?

X Yes | [JNo

CIN/A

Remarks:

32

Is a spreadsheet prepared listing all expenditures?

X] Yes | [INo

CIN/A

Remarks:

33.

Is the notification to the contractor documented for
the start date for services to begin?

Xl Yes | [JNo

I N/A

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

Xl Yes | [ No

CIN/A

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. [, Ch. 3, Section 3.02.1)

< ves | [JNo

I N/A

Remarks:

-36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. I, Ch. 3, Section 3.02.5)

[JYes | (ONo

X N/A

Remarks:

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

X Yes | L1No

1 N/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.03) .

[JYes | OJNo

X N/A

Remarks:

39.

Are any contract payments made prior to the final

Ch. 4, Section 4.09)

LIN/A

Remarks:

approval and execution of the contract? (SCM Vol. |, X Yes | [ No

CHP 680F (Rev 08-08) OP1010
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STATE OF CALIFORN Com.mand: Number:
DEPARTMENT SF CAll'_oI\FORNIA HIGHWAY PATROL Chico Area Valley 241-05-08
M Evaluatec_i by: . Date:
%ngl\é‘-ﬁgEéﬁESES;:-ON PROGRAM | Captain D. S. Gillingwater 12/03/2008
i by: Date:
Chapter 3, Command Procurements A ae
Purchases

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

T
TYPE OF INSPECTION Lead Inspector's Sighature:
[] Division Level Command Level

[] Executive Office Level [] Voluntary Self-Inspection

a 7<)
Follow-up Required: Ranfier’ Sigpaturg” . Date.
[]Yes P % No 7] Follow-up Inspection Q M%) 12/03/2008

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the
command level familiar with the related policies and X Yes | [ONo |[INA FLUELS

procedures for purchasing?

2. Have Approvers/reviewers of purchases received

procurement training? A K Yes | [ONo | CIN/A | Remers

3. Are prohibited items procured on CHP 43, Purchases _
Requisitions? [Jyes | XNo [[JNA |Remane

e Supplies for personally — owned equipment
e« Commodities for personal use

¢ Confirming order

e Purchases via the internet

4. Are separate CHP 43s, Purchase Requisitions, .
prepared for commodity items obtainable from X vYes | [ONo |[JNA REMELS:

different suppliers or from different statewide
commodity contracts? :

5. |s all required information entered on the CHP 43, _
Purchase Requisition? X Yes | [INo |[INA Remarks:

6. Arethe CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each I Yes | CINo | CINA | Remarks:

fiscal year (July 1)?

7. Are expedited requests for the purchase of goods ‘
forwarded to the Assistant Commissioner, Staff, for [Ivyes | [INo N/A | Remarks: None

approval?

CHP 680C (Rev 09-08) OPI010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page

2013

8. Do specialized items purchased contain the
appropriate Division, and/or OP! approvals?

X Yes

I No

CIN/A

Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? -~

X Yes

[ No

L1 N/A

Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

X Yes

[]No

L1 N/A

Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

[]Yes

N/A

Remarks: None

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

[ Yes

] No

N/A

Remarks: None

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

[]Yes

JNo

X N/A

Remarks: None

14. Are items checked immediately for content and
damage when delivered?

X Yes

] No

[ N/A

Remarks:

15. |s the "received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes

] No

L] N/A

Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to

FMS?

Yes

] No

CIN/A

Remarks:

17. Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes

[INo

L1 N/A

Remarks:

18. Is the original "received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes

[]No

1 N/A

Rernarks:

19. Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier’s driver
before being accepted?

[] Yes

X N/A

Remarks: None
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. Is Purchasing Services Unit (PSU) notified .
immediately by telephone, followed in writing either [ClYes | [ONo | KINA Rinmais:
by @ memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested ona CHP 43
is no longer needed and a purchase order has not
yet been prepared?

21. Are open purchase orders periodically reviewed and s _
investigated to ensure the orders are not opened for [JYes | LNo Nia | Bemarks:
an unreasonable length of time. (SAM 8422.0)

22. Are copies of the purchase requisitions and purchase o
orders maintained for three years after payment? vYes | (ONo | [JN/A Sl
(SCM Vol. I, Ch. 11, Topic 4)

53 Are decisions documented to create a paper trail o
documenting the basis of the decisions made for the ves | [INo | [JN/A | Remarks:
purchase? (SCM Vol I Ch. 2, Topic 11)

24. Are purchase orders split to evade competitive Remarks:
bidding requirements or to circumvent the [JYes | ®No |[JNA |Fema s

Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

CHP 680C (Rev 09-08) OPI 010




STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM EChtc?dArea Valley §f1-05-08
INSPECTION CHECKLIST Mg Ay . e:
Chapter 3, Command Procurements iiﬁ%ﬁg_ D. S. G'—Q—”'n water ;iéOBKZOOS
X-Number Program

]

Page 1012

INSTRUCTIONS: Answer individual items with "Ye
applicable legal statues, or deficiencies no
discrepancies and/or deficiencies shall be documented on an Exceptions Document an
Furthermore, the Exceptions Document s
Inspection, the "Follow-up Inspection” box shall be mar

ted in the inspections shall

hall include any follow-up and/or cor
ked and only deficient i

s" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
be commented on via the "Remarks” section. Additionally, such
d addressed to the next level of command.
taken. If this form is used as a Follow-up

rective action(s)
tems need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

[] Division Level Xl Command Level D Q
[] Executive Office Level ] Voluntary Self-Inspection .
\ LN
Follow-up Required: [ Follow-up Inspection rls Stgeat gl
P Red 12/03/2008

[]Yes X No

For applicable policy, refer to: HPM 11.1, Chapter 23

P
\C\:}mm\»%d
f——

D

1. Are multiple X Numbers awarded to the same vendor .
to circumvent the $4,999 contract limit? [JYes | XNo [[INA SMarks:

5 Does all X Number file documentation contain the —

STD. 204 Payee Data Record? Yes | [ONo | [JN/A | Remans

3. Do X Numbers requiring a contract (i.e., janitorial or RemarkexEBntiadls S A
landscaping) have prior approval from the Business [Jves | [ONo | XIN/A | Femams ontracts are in place.
Services Section commander?

4. Are X Number requests made prior to the date the Remarks:
services are performed? K Yes | [ONo |[NA | emane

5. Are X Numbers issued for a one-time use? _

Yes D No D N/A Remarks:

6. Are prohibited services performed using an X e
Number? [Jves | XINo | [INA ReMTS:

7. Are X Numbers used for the procurement.of a RE A
service and not the purchase of a commodity”? K Yes | [ONo | [INA | Remans

8. Are X Numbers issued for telecommunications Remarks!
related services pre-approved by [JYes | KINo |[JN/A | Remane
Telecommunications Section?

9. Do X Numbers used for facilities related services Remarks: Al fadilty related X
(such as roof repair, electrical) costing over $1,000 K Yes | [INo | [JNA nsr-“:;ér:'are h?’:c'j%éeb?tiacmties
have prior approval from Facilities Section? Section regardless of the amount.

70, Do X Numbers issued for lapsed coniractual . _
agreements have prior approval by the appropriate X Yes | [INo |[CINA emarks:

Assistant Commissioner?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

X-Number Program

Fage

014

11. Do all X Numbers awarded to a non-small business

vendor contain three price quotations? K Yes | [JNo |[ONA Remarks:

12. Do all X Numbers awarded to a small business i
vendor contain the small business certification from Yes | [JNo |[JNA | Remars:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 o
Drug Free workplace certification for X Number Yes | [ No | [JNA | Remars:
vendors?

14. Do emergency service X Numbers document and Berafke:
justify the emergency? Yes | [(ONo |CINA | @ '

15. s the itemized invoice for each X Number service S
maintained in the command's files? Yes | [JNo |[JN/A | Remans

CHP 8B0E (Rev 09-08) OPI 010
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Command: Division. w? G | | Cifgpter.
3

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Auburn Valley

Inspecled by: Date:
COMMAND INSPECTION PROGRAM Sareant Doug Milligan, #14884 2113109

EXCEPTIONS DOCUMENT

essary, or fill in the blanks as indicated. Enter the chapter

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as nec
“Eorward to:" enter the next level of command where the document

to document innovative practices, suggestions for statewide
findings. A CHP 51 Memorandum may be used if

number of the inspection in the Chapter Inspection number. Under
shall be routed to and its due date. This document shall be utilized
improvement, identified deficiencies, corrective action plans, and may be used to appeal

additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included

[] Division Level [X] Command Level [ Appeal Included
[] Executive Office Level ] hments Included
Follow-up Required: Forward to: f@ﬁmmﬁnder s/Signature: Date:
Valley Division { 3
2/18/09

COyes  KXINo Due Date: 12/31/08__

‘Chapter:lnspection::

Inspector's Comments Regarding Innovative Practices:

None.

[ Command Suggestions for Statewide Improvement:

None.

| Inspector's Findings:

In response to a Comm-Net Message dated September 22, 2008, the Auburn Area conducted a
comprehensive evaluation of the Command’s procurements to ensure compliance with departmental

policy. No discrepancies were noted.

The following documents were completed as part of this inspection:

« Exceptions Document
« Command Procurements Cal-Card Program Inspection Checklist

. Command Procurements Contracts Inspection Checklist
« Command Procurements Purchases Checklist
« Command X-Number Program Inspection Checklist

CHP 680A (Rev, 09-08) OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division: Chapter:

Auburn Valley 3

Inspected by: Date:
2/13/09

Sergeant Doug Milligan, #14884

| Commander’s Response:

[Inspector's Comments:

eq‘ui'redt-Action&._.;;'--.- e

Corrective Action Plan/Timeline

N/A

CHP 680A (Rev, 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter.
Auburn Division 3
Inspected by: Date:
Sergeant Doug Milligan, #14884 2/13/09

(A‘ppearszs'haul'bé:;fnéa- within five (5) business days of the completed chapter inspection). -~ !

Commander’s Basis for Appeal:

N/A

rAppeaI Review/Decision: (This shall be the only level of appeal).

N/A

Date;

ospecior's Signature:
_ D, Micioid 2/18/09
| Respgrding Commander's Signature (for appeal): Date:

CHP 6B0A (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA AR
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL . ; S T B
COMMAND INSPECTION PROGRAM | .1 Valley e N
INSPECT!I™M “HECKLIST Evaluated by: Date:
Chapter 3, Lu... and Procurements Sgt. Milligan 2/13/09
Cal-Card Program Assisted by: Date:

Shelley Daly 2/13/09

INSTRUCTIONS: Answer individual items with “Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level (] Command Level

[_] Executive Office Level Voluntary Self-Inspection

Lead Inspector's Signature:

Follow-up Required: L] Follow-up Inspection

[]Yes [ 1No

Date:

AU

For applicable policy, refer to: HPM 11.2, Chapter 3

2%5//477

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of X Yes | [ONo |[JN/A | Remarks:
Interest Statement, Employee, form?
2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for X Yes | [ONo |[]N/A | Remarks:
each vendor utilized? On file for non state contract vendors
3. Are STD. 204 Payee Data Record forms maintained . .
i ] emarks
miltir;eadq)al Card command file for each vendor XYes | [ONo |[JN/A On file for non state contract vendore
4. Are California Integrated Waste Management Board
Form 74 documents maintained for each vendor DX Yes | [JNo |[JN/A | Remarks:
utilized? On file for non state contract vendors
9. Ifthe vendor is a small business or DVBE is utilized,
is the certification letter from the Department of DX Yes | [JNo |[JN/A | Remarks:
General Services maintained in the file? '
6. When fair and reasonabile is utilized, is the fair and
reasonable method documented and properly X Yes | [INo |[JN/A | Remarks:
justified?
7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? [JYes | X No | [JN/A | Remarks:
8. Does the CHP 317 Cal Card Log fully describe the
purchase? XIYes | [JNo |[JN/A | Remarks:
9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? DX Yes | [JNo |[]N/A | Remarks:
L |
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTiION CHECKLIST

Chapter 3, Command Procurements

Cal-Card Program

Page

20of 2

10. Is the CHP 317 Cal Card Log properly authorized

and maintained? XIYes | [ONo |[JN/A | Remarks:
11. Are credit invoices/receipts for returned items _

maintained with the bank statement? M Yes | [JNo |[JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices ‘

document the purchase by listing the commodity, XK Yes | [ONo | [JN/A | Remarks:

guantity, and unit price of the item(s) purchased on

the bank statement.
13. Are Cal Cards maintained in a secure area?

& Yes D No D N/A Remarks:

14. Are Cal Card purchases pre-approved by the '

commander? X Yes | [JNo |[JN/A | Remarks:
15. Have all cardholders received training on the .

Department's procurement processes? KYes | [ONo | [IN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited _

by departmental policy? [(OYes | X No |[JN/A | Remarks:

CHP 660D (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA -
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: \L/)wl;smn: ;\Jzugnber:
COMMAND INSPECTION PROGRAM [ Aubum _ | -
INSPECTI(SN CHECKLIST e g
Chapter 3, Command Procurements igizielc\,ﬂt:i!lgan gjl?’/zoog
Contracts Shelley Daly 2/13/2009

INSTRUCTIONS: Answer individual items with "Yes” or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

[ TYPE OF INSPECTION

[] Division Level [] Command Level

[] Executive Office Level X Voluntary Self-Inspection

Lead Inspector's Signature:

Follow-up Required: ] Follow-up Inspection

[ ]Yes No

Date:

)///J/Ji

——

For applicable policy, refer to: HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

Remarks:

XvYes | [OJNo | [JNA

2. s a CHP 78 Contract Request used for one-time
services exceeding $4,899.997

Remarks:

[JYes | X No |[INA

3. Is the Office of Primary Interest (OPI) tracking
numbering beginning with the requesting command
three-digit location code used, followed by “CP” for
contract payable listed on the CHP 78?

Remarks:

CYes | OONo | N/A

4. s the performance of contract services monitored
and documented?

Remarks:

XYes | [ONo |[JNA

5. Are all-copies of correspondence with the vendor
maintained?

Remarks:

XlYes | [(ONo |[JN/A

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

Remarks:
No issues requiring documentation
currently.

(dYes | [ONo | XIN/A

7. Is the final product to be delivered described
specifically and in as much detail as possible in the
CHP 787

Remarks:

CNo | CIN/A

Yes

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP

78A7 - :

Remarks:

CONo | [N/A

X Yes

CHP 880F (Rev. 09-08) OP| 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page

20f4

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

[]VYes

] No

N/A

Remarks:

10. Is all work completed and accepted by the
Department before expiration of contract agreement?

Yes

I No

LI N/A

Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

X Yes

CIN/A

Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

Yes

1 No

C1N/A

Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

[]Yes

[J No

N/A

Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes

] No

[ N/A

Remarks:

15. Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

1 No

1 N/A

Remarks:

16. Are all applicable form sections of the CHP 78
completed?

X Yes

I No

L] N/A

Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes

I No

L1 N/A

Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 788, Conflict of
Interest Statement, Employee, form?

Yes

I No

] N/A

Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

1Yes

] No

X N/A

Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%7?

[1Yes

[1No

X N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

CONIMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page

30f4

21. |s the length of the contract amendment request
more than cne year?

[]Yes

1 No

N/A

Remarks:

22. Are amendments requested before the expiration of
the original contract?

[1Yes

[JNo

X N/A

Remarks:

23. |s a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

[]Yes

] No

N/A

Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

] Yes

I No

X N/A

Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of

the following types of agreements:

Avionics Maintenance and Repair
Helicopter Maintenance and Repair
Instructor Services (on-site)
Janitorial Services

Consulting Services

GEBRI
SEBRZ

[ Yes

[] No

N/A

Remarks:

26. |s a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

) Alarm and Fire Alarm Monitoring
) Camera Maintenance and Repair

) Carpet Installation

) Diesel Generator Maintenance and Repair

) Dishwasher Maintenance and Repair

) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service 0

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)

(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(

19)Uninterrupti‘ble Power Supply Maintenance and Repair

[l Yes

[CJ No

X N/A

Remarks:

CHP BBOF (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page

4 of 4

[ 27. Are all driver license and fingerprint information

forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

[]Yes

(] No

N/A

Remarks:

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

[]Yes

I No

X N/A

Remarks:

29.

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes

I No

LIN/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

] Yes

I No

XI N/A

Remarks:

31.

{s a computer file prepared for all contracts
administered?

] Yes

1 No

X N/A

Remarks:

32.

Is a spreadsheet prepared listing all expenditures?

] Yes

] No

X N/A

Remarks:

33.

Is the notification to the contractor documented for
the start date for services to begin?

[l Yes

[[INo

X N/A

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract? .

] Yes

[ No

X N/A

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

] Yes

[1No

X N/A

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. |, Ch. 3, Section 3.02.5)

[JYes

] No

X N/A

Remarks:

37.

Does Contract work only begin after approval of the
final contract? {SCM Vol. 1, Ch. 4, Section 4.09)

X Yes

[INo

[IN/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for -
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

[] Yes

I No

X N/A

Remarks:

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |,
Ch. 4, Section 4.09)

[1Yes

X No

CIN/A

Remarks:
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STATE OF CALIFORNIA Command: Valley Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL AUbI_Jm

COMMAND INSPECTION PROGRAM | Sot Miigan 02773709
INSPECTION CHECKLIST i
Chapter 3, Command Procurements Sheliey Daly

Purchases

INSTRUCTIONS: Answer individual items with “Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:

[] Division Level [ Command Level

] Executive Office Level X Voluntary Self-Inspection | Y & ,l/; L(/

Follow-up Required: Commander's Signature

Date:
[]Yes X No U] Follow-up Inspection M 7/31//?/@7

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the

command level familiar with the related policies and K Yes | [ONo | [JN/A | Remarks:
procedures for purchasing?
2. Have Approvers/reviewers of purchases received
procurement training? X Yes | [ONo |[JN/a | Remarks:
3. Are prohibited items procured on CHP 43, Purchases
Requisitions? [(JYes | K No |[JN/a | Remarks:

* Supplies for personally — owned equipment
* Commodities for personal use

» Confirming order

e Purchases via the internet

4. Are separate CHP 43s, Purchase Requisitions,

prepared for commodity items obtainable from Yes | [INo | [JN/A V'tﬁp;:;’;ﬂgeuggptgwtqt‘#’t?“on
different suppliers or from different statewide bidder getine lowest

commodity contracts?

5. Isall required information entered on the CHP 43,
Purchase Requisition? X Yes | CONo | [JN/A | Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each | (X Yes | [JNo | [] N/A | Remarks:

fiscal year (July 1)?

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for Yes CINo [ [JN/A

approval?

Remarks:

L
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STATE OF CALIFORNIA
DEPARTMENT OF GALIFORNIA HIGHWAY PATROL
CONMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases
8. Do specialized items purchased contain the )
appropriate Division, and/or OP! approvals? Yes | [JNo |[JN/A | Remarks:
9. Arethe CHP 43, Purchase Requisitions, .
competitively bid? X Yes | [JNo |[JN/A | Remarks:
10. Does the CHP 315, Price Comparison Worksheet, .
document at least two price quotations? X Yes | [ONo |[JN/A | Remarks:
11. Are Limited Competitive Bidding purchase reguests .
that limit or restrict the purchase to one specific Yes | [ONo |[JN/A | Remarks:
brand or model justified and in compliance with SAM
35557
12. Are Limited Competitive Bidding purchase requests _
for items that interface with existing departmental Yes | [ONo |[JN/A | Remarks:
equipment in compliance with SAM 3555.37
13. Do Non-Competitive Bid (NCB) purchase requests _
contain the NCB justification and NCB Corrective X Yes | [ONo |[JN/A | Remarks:
Action Plan documents?
14. Are items checked immediately for content and
damage when delivered? Yes | [INo | [JN/A | Remarks:
15. Is the "received copy” of the purchase order
approved, dated, and forwarded to the Fiscal X Yes | [ONo | [JN/A | Remarks:
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?
16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to X Yes | [JNo | []N/A | Remarks:
FMS?
17. Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as Yes | [JNo | [JN/A | Remarks:
acknowledgement that a portion-of the order has
been received?
18. Is the original "received copy” retained by the
"command for completion and forwarding to the FMS Yes | [JNo | [ N/A | Remarks:
when the complete shipment is received?
19. Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver | &X-Yes | [JNo | [JN/A | Remarks:

before being accepted?

CHP 680C (Rev 09-08) OP1010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. Is Purchasing Services Unit (PSU) notified )
immediately by telephone, followed in writing either (X Yes | (ONo |[JN/A | Remarks:
by a memorandum or e-malil, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

21. Are open purchase orders periodically reviewed and '
investigated to ensure the orders are not opened for KIYes | [ONo |[JN/A | Remarks:
an Linreasonable length of time. (SAM 8422.0)

22. Are copies of the purchase requisitions and purchase _
orders maintained for three years after payment? Yes | [INo |[JN/A | Remarks:
(SCM Vol II, Ch. 11, Topic 4)

23. Are decisions documented to create a paper trail '
documenting the basis of the decisions made for the X Yes | [ONo |[JN/A | Remarks:
purchase? (SCM Vol Il Ch. 2, Topic 11)

24. Are purchase orders split to evade competitive .
bidding requirements or to circumvent the []Yes No | [JN/A | Remarks:

Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)
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Page Tof2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM Auburn Area Valley Division | 220
SPECTION CHECKLIST SR e
Chapter 3, Command Procurements M;isﬁﬁf rer 1122:22/08
X-Number Program '

INSTRUCTIONS: Answer individual items with "Yes” or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. f this form is used as a Follow-up
Inspection, the "Follow-up Inspection” bax shall be marked and only deficient items need to be re-inspected.

[] Executive Office Level

" [TYPE OF INSPECTION
] Division Level

X Command Level

[] Voluntary Self-Inspection

Lead Inspector’'s Signature:

4

//

Follow-up Reguired:

[ ]Yes

] Follow-up Inspection

No

Comyés atuge””

For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor .
to circumvent the $4,999 contract limit? [ Yes No | []N/A | Remarks:
2. Does all X Number file documentation contain the
STD. 204 Payee Data Record? Yes | [INo |[JN/A | Remarks:
3. Do X Numbers requiring a contract (i.e., janitorial or Remark
H 1 H < "4 emarks.
Isagrc\j/?geaslggl{:::i;%?;:ﬁggﬁya] from the Business D Yes D No N/A Contract services are arranged by
! Facilities Section.
4.  Are X Number requests made prior to the date the = y
i " emarks:
services are performed? X Yes CINo | CIN/A Exceptions for evidence towing and
emergency repairs.
5.  Are X Numbers issued for a one-time use?
Yes | [INo | [JN/A | Remarks:
6. Are prohibited services performed using an X
Number? Yes | X No |[JN/A | Remarks:
7. Are X Numbers used for the procurement of a =
i T %% emarks:
service and not the purchase of a commodity~ Yes | [JNo | JNA Only for emergency repairs, prior
approval from division.
8. Are X Numbers issued for telecommunications .
related services pre-approved by [JYes | [ONo | X N/A | Remarks:
Telecommunications Section?
9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000 [JvYes | [JNo | [ N/A | Remarks:
have prior approval from Facilities Section?
10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate [JYes | [JNo N/A \T\JEO”QZFESZArea
Assistant Commissioner? y Area.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
CONMMAND INSPECTION PROGRAM
’PECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business Remarks:
vendor contain three price quotations? Yes | [INo | [JN/A | Remams.

12. Do all X Numbers awarded to a small business Remarks:
vendor contain the small business certification from KYes | [JNo | [IN/A | Femans
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 -
Drug Free workplace certification for X Number Yes | [JNo | [JN/A | Remars.
vendors?

14. Do emergency service X Numbers document and S
justify the emergency? Yes | [INo | [JN/A | RemarKs.

15. Is the itemized invoice for each X Number service )
maintained in the command's files? Yes | [ONo |[JN/a | Remarks:

CHP 680E (Rev. 08-08) OP1 010




Division: Chapter:

STATE OF CALIFORNIA Command:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Amador (295) Valley 3

COMMAND INSPECTION PROG RAM Inspected by: Date:
Lieutenant B. Kynaston/#12996 12/03/2008

EXCEPTIONS DOCUMENT
Page 1 of 3

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective aclion plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[] Division Level [X] Command Level [] Appeal Included
[J Executive Office Level K] Attachments Included — Inspection Check Lists

Forward to: Co, nder's Signature: Date:
Valley Division .
Due Date: . K [ ?/'3/'-03

nts Regarding Innovative Practices:

Follow-up Required:

[]Yes ] No

Chapter Inspection:

| Inspector's Comme

None.

|730mmand Suggestions for Statewide Improvement. J

None.

| Inspector’s Findings:
Introduction

In response to a Comm-Net Message, dated September 22, 2008, the Amador Area conducted a
comprehensive evaluation of the Command’s contracts to ensure compliance with departmental policy.
During this evaluation, it was determined that the only contracts associated with the Amador Area were
established and maintained by Facilities Section in headquarters. This team was comprised of

Lt. B. Kynaston (#12996), Amador Area, and OSS | Jennifer Geraurd (#A8329), Amador Area. The
inspection team began the inspection on December 3, 2008, at 0900 hours, and completed the

inspection on the same day.

The following documents were completed as part of this inspection:

o Exceptions Document N
e Command Procurements Contracts inspection Checklist

Prior Audits

The last prior audit of these processes was completed by Valley Division on April 24, 2000.

CHP 680A (Rev. 09-08) OPI 010



STATE OF CALIFORNIA Command: Division: Chapter:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Amador (295) Valley 3

COMMAND INSPECTION PROGRAM Inspected by: Date:

EXCEPTIONS DOCUMENT Lieutenant B. Kynaston/#12996 | 12/03/2008
Page 2 of 3

Summary of Findings

There were no discrepancies noted during this audit regarding contract procedures.

[ Commander’s Response:
The Amador Area Commander will continue to monitor all Area procurement procedures to ensure

compliance with departmental policies and procedures.

| Inspector's Comments:
The inspector feels that the a
fiscally responsible.

forementioned actions by the Amador Area will ensure the Area remains

Required Action

Corrective Action Plan/Timeline

None.

Ap peal Process: (Appeafs:shaﬂ be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal.

N/A

CHP 6BOA (Rev, 09-08) OP1010



éTATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:

Amador (295) Valley 3

Inspected by: Date:

Lieutenant B. Kynaston/#12996 | 12/03/2008
Page 3 0of 3

| Appeal Review/Decision: (This shall be the only level of appeal).

N/A

Lead Insp t s Slg%re Date:
12/03/2008
Responding Commander‘s Slgnalure {for appeal): Date:

N/A

CHP 8B0A (Rev. 09-08) OP1 010
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x

STATE OF CALIFORNIA o
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM | Amador Area_| Valley 29>

aluated by: ;
INSPECTION CHECKLIST Lieutenant B. Kynaston/#12996 | 12/03/2008
Chapter 3, Command Procurements Assisted by: Date:
Contracts 0SS | Jennifer Geraurd/#A8329 | 12/03/2008

INSTRUCTIONS: Answer individual items with “Yes" or "No” answers, or fillin the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies andfor deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

F urthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Jnspection, the “Foliow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

["TYPE OF INSPECTION Lead Inspectgr's Signature:
[] Division Level Command Level
[C] Executive Office Level [] Voluntary Self-Inspection A
FO”OW-Up Required: [ ] Follow-up Inspection Com : d‘er'si?énature: Date:
[]Yes No = — 12/03/2009

For applicable policy, refer to: HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of [JvYes | ONo | XINA Remarks:

the estimated dollar value?

2. |s a CHP 78 Contract Request used for one-time
services exceeding $4,999.997 [JvYes | [ONo |XNA Remarks:

3. |s the Office of Primary Interest (OPI) tracking
numbering beginning with the requesting command [JYes | [INo N/A | Remarks:

three-digit location code used, followed by “CP” for
contract payable listed on the CHP 787

4. s the performance of contract services monitored
and documented? [Yes | CINo | XIN/A Remarks:

5. Are all copies of correspondence with the vendor
maintained? , ClYes | [INo | XIN/A Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or | [] Yes [INo | N/A | Remarks:

non-performance of the vendor?

7. Is the final product to be delivered described
specifically and in as much detail as possible in the [IYes | CINo | XIN/A | Remarks:

CHP 787

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals []Yes |. LI No N/A || Remarks:

for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP

78A7
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six _
months from the anticipated start date of the contract | [] Yes [INo | XIN/A Remarks:
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

10. Is all work completed and accepted by the .
Department before expiration of contract agreement? ves | [ONo | CINA Remarks:

71, Are contract services performed according to the ‘
quality, quantity, objectives, timeframes, and in the ves | [ONo | CIN/A IReimalis:
manner specified in the contract (e.g., review
progress reports and interim products)?

12. Are invoices for payment reviewed and approved to _
substantiate expenditures for work performed and to ves | [ No | CINA Remarks:
prevent penalties being assessed?

13. Are contract expenditures monitored to ensure there _
are sufficient funds to pay for all services rendered [JYes | CINo | XINA Remarks:
as required by contract?

14. Does the requestor verify the contractor has fulfilled )
all requirements of the contract before approving the | [ Yes [ No N/A | Remarks:
final invoice?

15. Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management X Yes | [INo | [LINA Remarks:
Section for payment?

16. Are all applicable form sections of the CHP 78

" completed? [JYes | CINo | XINA Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear [Jvyes | CINo X1 N/A Remarks:
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

18. Are all employees associated with the management
of a contract completing the CHP 788, Conflict of [Yes | [INo N/A | Remarks:
Interest Statement, Employee, form?

19. Are problems concerning the contractor's
performance fully documented in writing and made a Xl Yes | [INo CIN/A Remarks:
part of the contract manager's contract file?

20. Are contract amendment request dollar amounts
increased more than 30%7? [JYes | [1No N/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALI FORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
21. Is the length of the contract amendment request B )
more than one year? [JYes | CINo B N/A Remarks:

.

22, Are amendments requested before the expiration of

the original contract? [JvYes | [INo N/A | Remarks:

23. |s a service contract on a CHP 78, Contract Request

initiated for any commercial meeting/conference ] Yes [J No N/A | Remarks:
roorn rental which is expected to exceed $4,999.99 in
total cost?

24. Do conference room rental costs exceeding the $500 )
per day limit have pre-approval from Assistant [JYes | CINo N/A | Remarks:

Commissioner, Staff?

25 Are California Department of Justice (DOJ) and

Federal Bureau of Investigation (FBI) fingerprint X Yes | [1No [ N/A | Remarks
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

{(5) Consulting Services

26. Is a driver license check conducted for, but not

limited to, all of the following types of agreements, if ves | ONo | CINA Revnans:
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generatar Maintenance and Repair

(5) Dishwasher Mainienance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair .
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page

4 of 4

27. Are all driver license and fingerprint information

forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

Yes

I No

LI N/A

Remarks:

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?

X Yes

L1 N/A

Remarks:

29.

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

] Yes

I No

N/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

[]Yes

] No

N/A

Remarks:

31.

Is a computer file prepared for all contracts
administered?

] Yes

I No

N/A

Remarks:

32.

Is a spreadsheet prepared listing all expenditures?

] Yes

I No

X N/A

Remarks:

33.

Is the notification to the contractor documented for
the start date for services to begin?

[]Yes

] No

X N/A

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes

[ No

LI N/A

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. I, Ch. 3, Section 3.02.1)

[]Yes

[] No

X N/A

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(8CM Vol. |, Ch. 3, Section 3.02.5)

[] Yes

X N/A

Remarks:

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

[ Yes

[ No

X N/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

[1VYes

[ No

X N/A

Remarks:

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |,
Ch. 4, Section 4.09)

] Yes

[J No

N/A

Remarks:
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Command: Division: Number:

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Amador Area Valley 295

Evaluated by: Date:
COMMAND INSPECTION PROGRAM Lieutene{nt B. Kynaston/#12996 | 12/03/2008

INSPECTION CHECKLIST Assisted by: Date:
Chapter 3, Command Procurements 0SS | Jennifer Geraurd/#A8329 | 12/03/2008
Purchases

INSTRUCTIONS: Answer individual items with “Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up andlor corrective action(s) taken. [f this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
[] Division Level Command Level y
[] Executive Office Level [] Voluntary Self-Inspection

Follow_up Requ”—ed. Com “‘derl Signature: Date: a
[] Yes [X] No ] Follow-up Inspection f@ﬂﬂm" (2 /3/03

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the .
command level familiar with the related policies and Yes | [ No | CJN/A | Remarks:

procedures for purchasing?

2. Have Approvers/reviewers of purchases received

procurement training? Yes | [JNo | [JN/A | Remarks: Lt Kynaston received

training in 10/08; OSS |, OA, and AT
received fraining in 11/08.

3. Are prohibited items procured on CHP 43, Purchases )
Requisitions? [(JYes | X No |INA Remarks:

« Supplies for personally — owned equipment
e Commodities for personal use

e Confirming order

e Purchases via the internet

4. Are separate CHP 43s, Purchase Requisitions;, )
prepared for commodity items obtainable from Kves | [INo |[LINA IRemars:

different suppliers or from different statewide
commodity contracts?

5. s all required information entered on the CHP 43,
Purchase Reguisition? K ves | [INo |[INA Remarks:

6 Are the CHP 43, Purchase Requisitions, numbered .
consecutively, starting anew at the beginning of each | [X] Yes [JNo |[OJNA | Remarks:

fiscal year (July 1)?

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Comrnissioner, Staff, for []VYes ] No N/A

approval?

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page

20f3

8. Do specialized items purchased contain the
appropriate Division, and/or OP! approvals?

[]Yes

[] No

X NIA

Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid?

X Yes

I No

[INIA

Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

Yes

1 No

L] N/A

Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM

35557

[] Yes

1 No

N/A

Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

] Yes

1 No

N/A

Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

[] Yes

] No

X N/A

Remarks:

14. Are items checked immediately for content and
damage when delivered?

X Yes

1 No

CIN/A

Remarks:

15. s the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes

] No

CIN/A

Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS? .

X Yes

1 No

IN/A

Remarks:

17. Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

Yes

CIN/A

Remarks:

18. Is the original "received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes

[ ] No

[ N/A

Remarks:

19. Are Damaged items delivered by common carrier
acknowledged on the freight Bill by the carrier's driver

before being accepted?

[1Yes

] No

X N/A

Remarks:

CHP 680C (Rev. 09-08) OP1010




(3

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20.

Page 3of3

ls Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

[] Yes

1 No

X NJA

Remarks: This has never been an
issue in the Amador Area.

21.

Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

< Yes

] No

I N/A

Remarks:

22.

Are coples of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. I, Ch. 11, Topic 4)

Yes

[JNo

[T N/A

Remarks:

23.

Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

X Yes

CIN/A

Remarks:

24,

Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

[] Yes

< No

CIN/A

Remarks:
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STATE OF CALIFORNIA _
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM ﬁ\n:atdgg | Valley §9t5

. . valuated by: ate:
INSPECTION CHECKLIST i utonant B. Kynaston/#12996 | 12/03/2008
Chapter 3, Command Procurements Aeton by SR
X-Number Program | OSS | Jennifer Geraurd/#A8329 | 12/03/2008

INSTRUCTIONS: Answer individual items with "Yes" or "Ng” answers, or fill in the blanks as indicated, Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies andfor deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up

Inspection, the “Follow-up Inspection” box shail be marked and only deficient items need 10 be re-inspected.

TYPE OF INSPECTION : Lead Inspectey's Signature:

[] Division Level Command Level

[] Executive Office Level [] Voluntary Self-Inspection A /Z—\‘é::‘—‘:ﬁ )
Follow-up Required: [ Follow-up Inspection Comma%’r's ?Zaturer Date:
[]Yes > No Lm———— / 3/3/(7?

For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor 7 _
to circumvent the $4,999 contract limit? - | OvYes | XINo |CINA RSTaIS:

2 Does all X Number file documentation contain the
STD. 204 Payee Data Record? K vYes | CINo | [JN/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or A
landscaping) have prior approval from the Business Yes | [OINo | CIN/A | Remarks:

Services Section commander?

4. Are X Number requests made prior to the date the
services are performed? ) X Yes | [INo |[JN/A Remarks:
5 Are X Numbers issued for a one-time use?
Remarks:

] ves | [ONo | LIN/A
6. Are prohibited services performed using an X
Number? [DYes | KNo | CINA Remarks:

7 Are X Numbers used for the procurement of a
service and not the purchase of a commodity? XlYes | [ONo |[INA Remarks:

8 Are X Numbers issued for telecommunications
" related services pre-approved by Clyes | CINo | XIN/A Remarks:

Telecommunications Section?

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000 K Yes | (JNo | [JN/A | Remarks:

have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate Yes | [INo | O] N/A | Remarks:

Assistant Commissioner?
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STATE OF CALL"ORNIA ,
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 2 of 2

11. Do all X Numbers awarded to a non-small business

vendor contain three price quotations? X Yes | [JNo |CIN/A Remarks:

12_ Do all X Numbers awarded to a small business '
vendor contain the small business certification from ves | [1No | [JN/A Remarks:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 '
Drug Free workplace certification for X Number [OYes | XINo |LINA 5;:32?;5' Unable to locate for some
vendors? ’ '

14. Do emergency service X Numbers document and .
justify the emergency? [JvYes | [INo N/A | Remarks:

15 |s the itemized invoice for each X Number service _
maintained in the command's files? XK Yes | [INo |[INA Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

WU Y

Command: Division: Chapter:

Amador (295) Valley 3

Inspected by: Date:

Lieutenant B. Kynaston/#12996 | 12/03/2008
 Pageiof3

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION
[] Division Level Command Level

[] Executive Office Level

[] Corrective Action Plan Included

[] Appeal Included

Attachments Included — Inspection Check Lists

Forward to:

* Follow-up Required: Valley Division

[ ves B No Due Date:

Chapter Inspection:

Date:

12/3/08

nature:

Copnmander's Si

Inspector's Comments Regarding Innovative Practices:

None.

| Command Suggestions for Statewide Improvement:

None.

| Inspector’s Findings:

Introduction

In response to a Comm-Net Message, dated September 22, 2008, the Amador Area conducted a
comprehensive evaluation of the Command’s procurements to ensure compliance with departmental
policy. As part of the evaluation, the inspection team looked at all procurement records for the last 12
months, and specifically ten percent of all Purchase Requisitions (CHP 43) for this time period.
Additionally, this audit looked at records and documentation relative to the Cal-Card Program and the X-
Number Program. This team was comprised of Lt. B. Kynaston (#12996), Amador Area, and OSS |
Jennifer Geraurd (#A8329), Amador Area. The inspection team began the inspection on December 3,
2008, at 0900 hours, and completed the inspection on the same day.

The following documents were completed as part of this inspection:

e Exceptions Document

¢ Command Procurements Purchases Inspection Checklist
e« Command Procurements Cal-Card Program Inspection Checklist
e« Command Procurements X-Number Program Inspection Checklist

CHP 680A (Rev. 09-08) OP1 010




STATE OF CALIFORNIA Command: Division: Chapter:
( DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Amador (295) Valley 3
.COMMAND INSPECTION PROGRAM Inspected by: bae
EXCEPTIONS DOCUMENT Lieutenant B. Kynaston/#12996 | 12/03/2008
. ' Page 3 of 3

Appeal Process: {(Appeals shall'be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal.

N/A

[Appeal Review/Decision: (This shall be the only level of appeal)

N/A
PP
Lead l;):\eétor' Hnature: Date:
g; L 12/03/2008
Responding Commander's Signalure (for appeal): Date:
N/A
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STATE OF CALIFORNIA

DEPARTMENT QF CALIF@QRNIA HIGHWAY PATROL c 3 Division Number
ommand: ivision: :
COMMAND INSPECTION PROGRAM Amador Valley 295
Date:

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1of2

Evaluated by:

Lieutenant B. Kynaston/#12996 | 12/03/2008

Assisted by:

0SS | Jennifer Geraurd/#A8329 | 12/03/2008

Date:

INSTRUCTIONS: Answer individual items with “Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be co
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addr

mmented on via the "Remarks” section. Additionally, such
essed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Foliow-up
Inspection, the “Foliow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspectg

ignature:

[] Division Level Command Level
[] Executive Office Level ] Voluntary Self-Inspection ’ KZ‘:—ES '
Foliow-up Required: L] Follow-up Inspection Commander's Signature: Date: /
. -~ |/ 2/3/ o9

Yes [ No

For applicable policy, refer to: HPM 11.2, Chapter 3

ik,

Are all employees associated with the use of the Cal-

] . 4 Remarks: These were not located at
Card program completing the CHP 78S, Conflict of [ Yes No | LI N/A | et e e ocated a
interest Statement, Employee, form?
2. Are STD. 21 Drug Free Workplace certifications " o |
eyt e . " emarks: These were not located fo
zaaclgtsénneddo\r/v&r;lgézi Cal Card command file for (1 Yes No | LI N/A | oo cal Card vandors. r
3. Are STD. 204 Payee Data Record forms maintained R ces T N
; ) emarks: These were not located for
L?ti}igzc%al C?rd command file for each vendor [(JYes | XINo |[INA ol (e Torters.
4. Are California Integrated Waste Management Board _ )
Form 74 documents maintained for each vendor K Yes | [ONo | [N/ | Remarks: When appropriate.
utilized?
5. If the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of X Yes | [INo |[JN/A | Remarks:
General Services maintained in the file?
6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly [JvYes | [INo | X N/A | Remarks:
justified?
7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? [ves | X No | [N/ | Remarks:
8. Does the CHP 317 Cal Card Log fully describe the
purchase? X Yes | [JNo | [JN/A | Remarks:
9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X Yes | [INo |[N/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND.INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 20f2

10. Is the CHP 317 Cal Card Log properly authorized

and maintained? Yes | [INo |[JN/A | Remarks:
11. Are credit invoices/receipts for returned items .
maintained with the bank statement? X Yes | [JNo |LINA Remarks:
12. Do non-itemized purchase receipts/invoices ‘
document the purchase by listing the commodity, Xl Yes | [INo | [IN/A Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? R aa vl a=laned Gal Gard
"4 emarks: assigne ai Laras
Yes D No D N/A remain in a locked lock box when not
being utilized.
14. Are Cal Card purchases pre-approved by the .
commander? Xl Yes | [ONo |[INA Remarks:
15. Have all cardholders received training on the '
Department's procurement processes? X Yes | [ONo | [INA RUEILEE
16. Are item(s) purchased with the Cal Card prohibited _
D Yes & No D N/A Remarks:

by departmental policy?
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STATE OF CAXIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL ISU Valley 3
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Linson/Cashdollar 12/09/08

Page 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:” enter the next level of command where the document
shall be routed 1o and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

’TYPE OF INSPECTION [] Corrective Action Plan Included
[] Division Level Command Level ] Appeal Included
[ Executive Office Level X Attachments Included
Follow-up Required: \F/glrlme,;rgit/ci);ion Commander's Signature: Date:
Yes X No Due Date: 12/31/08 Q / /2//67?

Chapter:Inspection::

JInspector's Comments Regarding Innovative Practices:

None.

[ Command Suggestions for Statewide Improvement:

None.

| Inspector's Findings:

Introduction

Pursuant to HPM 22.1, Chapter 1, Valley Division Investigative Services Unit conducted a Chapter 3
inspection, Command Procurements. This ihspection evaluated the Unit's Purchases, Cal-Card, X
Number, and Contracts processes utilizing the inspection checklist found in HPM 22.1, Chapter 3,

Annexes A, B, C, and D.

The following documents were completed as part of this inspection:
Exceptions Document ‘
Purchases Inspection Checklist

Cal-Card Inspection Checklist

X Number Inspection Checklist

Contracts Inspection Checklist

Prior Audits

There were no prior audits on file. Additionally, the Office Technician does not recall a Chapter 3
inspection for the past five years.

CHP 8B0A (Rev. 09-08) OPI1D10



STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL ISU Valley 3
COMMAND INSPECTION PROGRAM Inspected Dy: Date:
EXCEPTIONS DOCUMENT Linson/Cashdollar 12/09/08

Page 2 of 2

Summary of Findings

The Procurement process used by Valley Division ISU complies with policy and is correctly managed.
The Office Technician has attended training at Valley Division to ensure that the process she uses is
what is required by both policy and Valley Division. Additionally, when the Office Technician has
questions regarding procurement, she consults with Valley Division prior to placing an order.

There were no discrepancies noted.

[ Commander’s Response:

| Inspector's Comments:

equired Action

| Corrective Action Plan/Timeline

Appeal Process: (Appeals shall be-filed within five (5):businiess days-of the-completed.chapterinspection). = . =7 7

| Commander's Basis for Appeal.

| Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspecm}gcywm Date:
L2 e //21/497
Date; ’

Resp/ndmg Commander's Signature (for appeal):

//w)ﬂémw //2//"7

-
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STATE OF CALIFORNIA ,
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL —— TS e
CONMAND INSPECTION PROGRAM ISU VALLEY
INSPECTION CHECKLIST Evaluated by: Date:
Chapter 3, Commatd Procurements R. LINSON 12/09/2008
Cal-Card Program Assisted by: Date:

K. CASHDOLLAR 12/09/2008

INSTRUCTIONS: Answer individual items with "Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remiarks” section Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next leve! of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
[] Division Level [N Command Level
[] Executive Office Level ] Voluntary Self-Inspection 2 W
FO”OW'Up ReqUired: D Foliow-up ]nspecﬁon Commander's Signature: Date:
] Yes [¥] No ?QM-’L //2;/9}
For applicable policy, refer to: HPM 11.2, Chapter 3
1. Are all employees associated with the use of the Cal-
Card program completing the CHP 788, Conflict of PMvyes | ONo | [LINA Remarks:
Interest Statement, Employee, form?
2 Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for Yes | [JNo | [N/ | Remarks:
each vendor utilized?
3 Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor RYes | [ONo |[INA REqans:
utilized?
4. Are California Integrated Waste Management Board _
Form 74 documents maintained for each vendor [JYes | BANo | CINA Remarks:
utilized?
5 |f the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of Yes | [INo | [JN/A | Remarks:
General Services maintained in the file?
6. When fair and reasonable is utilized, is the fair and
reasonable method documerited and property yes | [TINo | XIN/A Remarks:
justified?
7. Are purchases split into muitiple fransactions in order g
to circumvent transaction purchase limits? CYes | KNo | LIN/A [ReMAE:
8 Does the CHP 317 Cal Card Log fully describe the
purchase? B vYes | CINo | CIN/A Remarks:
0 Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? M Yes | [ONo |[IN/A RS gris
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Page 20of2
TATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Gommahd Procurements
Cal-Card Program
10. Is the CHP 317 Cal Card Log properly authorized _
and maintained? K Yes | [INo |[JN/A | Remarks:
11. Are credit invoices/receipts for returned items .
maintained with the bank statement? K Yes | [INo |[JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices .
document the purchase by listing the commodity, M Yes | [ONo | [JN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area?
[EYES D No D N/A Remarks:
14. Are Cal Card purchases pre-approved by the
commander? Yes | [JNo | [JN/A | Remarks:
15. Have all cardholders received training on the
Department's procurement processes? W Yes | [JNo | [CIN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited .
by departmental policy? [OYes | (A No | [JN/A | Remarks:

CHP 6B0D (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

X-Number Program

Page 10f2
Command: Division: Number:
ISU VALLEY
Evaluated by: Date:
R. LINSON 12/09/2008
Assisted by: Date:
K. CASHDOLLAR 12/09/2008

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such

discrepancies and/or deficiencies shall be documented on an

Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shalt be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level Command Level

[] Executive Office Level

] Voluntary Self-Inspection

Lead Inspector's Signature:

(7 i

Follow-up Required:

[]Yes ] No

(] Follow-up inspection

Commander's Signature:

R. [ Homteo

Date:

//2 //9/‘

For applicable policy, refer to: HPM 11.1, Chapter 23

1.

Are multiple X Numbers awarded to the same vendor

to circumvent the $4,999 contract limit? [JYes | M No |[JNA | Remarks:
2. Does all X Number file documentation contain the '
STD. 204 Payee Data Record? M Yes | [INo |[JN/A | Remarks:
3. Do X Numbers requiring a contract (i.e., janitorial or _
landscaping) have prior approval from the Business [JYes | [JNo N/A | Remarks:
Services Section commander?
4. Are X Number requests made prior to the date the _
services are performed? Yes | [ONo | [N/ | Remarks:
5. Are X Numbers issued for a one-time use?
Yes D No [:l N/A Remarks:
6. Are prohibited services performed using an X
Number? [(lYyes | [ No |[[JNA Remarks:
7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? Yes | [INo | [ N/a | Remarks:
8. Are X Numbers issued for telecommunications
related services pre-approved by [JvYes | [INo | B N/A | Remarks:
Telecommunications Section?
9. Do X Numbers used for facilities related services
_ (such as roof repair, electrical) costing over $1,000 [JvYes | [ONo |{X N/a | Remarks:
have prior approval from Facilities Section?
10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate Yes | [INo | [CJN/A | Remarks:

Assistant Commissioner?

CHP 6B0E (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
CONMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number“Program

11. Do all X Numbers awarded to a non-small business _
vendor contain three price quotations? Kyes | CINo | [JNA Remarks:

12. Do all X Numbers awarded to a small business _
vendor contain the small business certification from | [{ Yes | [INo | [JN/A | Remarks
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 _
Drug Free workplace certification for X Number X Yes | [1No |[JN/A | Remarks:
vendors?

14. Do emergency service X Numbers document and .
justify the emergency? [JYes | [INo |XN/A | Remarks:

15. Is the itemized invoice for each X Number service _
maintained in the command’s files? Yes | [JNo |[JN/A | Remarks:

CHP 6B0E (Rev. 09-08) OF1010




Command: Division: Number:
FO
DLPARTVENT OF CALIFORNIA HIGHIAY PATROL ISU Valley '
COMMAND INSPECTION PROGRAM | Fvelatedby: Date:
) Linson 12/09/08
INSPECTION QHEC[(LIST Assisted by TS
Chapter 3, Command Procurements Cashdollar 12/09/08

Page 10f3

Purchases

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead inspector's Signature:

[] Division Level Command Level
[] Executive Office Level (] Voluntary Self-Inspection / ‘ / N aad
FO”OW-UD Reqwred: D - | " Commanderslslgnatg, . Date:
[] Yes %] No ollow-up Inspection /'7_‘ / e //Z ; /éfﬁ
For applicable policy, refer to: HPM 11.2, Chapter 7
1. Are participants in the procurement process at the _
command level familiar with the related policies and Yes | [ONo | [JN/A | Remarks:
procedures for purchasing?
2. Have Approvers/reviewers of purchases received _
procurement training? MYes | [INo | [INA REITERS:
3. Are prohibited items procured on CHP 43, Purchases _
Requisitions? [JYes | HXINo |[JN/A |Remarks:
e Supplies for personally — owned equipment
e Commodities for personal use
e Confirming order
e Purchases via the internet
4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from X Yes | [ONo |[JN/A | Remarks:
different suppliers or from different statewide
commodity contracts?
5. Is all required information entered on the CHP 43,
Purchase Requisition? M Yes | [JNo |[JN/A | Remarks:
6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each | & Yes | [ONo | [JN/A | Remarks:
fiscal year (July 1)?7
7. Are expedited requests for the purchase of goods _ ,
forwarded to the Assistant Commissioner, Staff, for MdYes | [INo | [N | Remarks: THROCGH
approval? CHANNELS
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page

20f3

8. Do specialized items purchased contain the
appropriate Division, and/or OP! approvals?

XA Yes

TNo

L1 N/A

Remarks:

9, Arethe CHP 43, Purchase Requisitions,
competitively bid?

(X Yes

TNo

LIN/A

Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

(K Yes

[1No

[IN/A

Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

R’ Yes

] No

[ N/A

Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

Xl Yes

] No

[ N/A

Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

] Yes

I No

Ix] N/A

Remarks:

14. Are items checked immediately for content and
damage when delivered?

[3 Yes

1 No

CIN/A

Remarks:

15. Is the "received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

Yes

] No

[ N/A

Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to

FMS?

[]Yes

> No

L1 N/A

Remarks:

17. 1s FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

Yes

[ No

LI N/A

Remarks:

18. Is the original “received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes

1 No

L] N/A

Remarks:

19. Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier’s driver

before being accepted?

[]Yes

] No

< N/A

Remarks:

CHP 6B0C (Rev 09-08) OPI010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. Is Purchasing Services Unit (PSU) notified _
immediately by telephone, followed in writing either [JvYes | [INo | X N/A | Remarks:
by a memorandum or e-mail, requesting canceliation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

21. Are open purchase orders periodically reviewed and .
investigated to ensure the orders are not opened for Yes | [INo | [N/ | Remarks:
an unreasonable length of time. (SAM 8422.0)

22. Are copies of the purchase requisitions and purchase .
orders maintained for three years after payment? K Yes | [INo |[JN/A | Remarks:
(SCM Vol. Il, Ch. 11, Topic 4)

23. Are decisions documented to create a paper trail _
documenting the basis of the decisions made for the Yes | [ONo |[JN/A | Remarks:
purchase? (SCM Vol Il Ch. 2, Topic 11)

24. Are purchase orders split to evade competitive .
bidding requirements or to circumvent the [JYes | KINo |[JN/A | Remarks:

Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)
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STATE OF CALIFORNIA _

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: 3'“,:2"’”: §umber:
COMMAND INSPECTION PROGRAM | ISU alley |

INSPECTION CHEGKLIST EvallIEIETLRg: Date:

‘ | Linson 12/09/08
Chapter 3, Command Procurements ety e
EonlEcs Cashdollar 12/09/08

INSTRUCTIONS: Answer individual items with “Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or de
discrepancies and/or deficiencies shall be documen
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken.

Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

ficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
ted on an Exceptions Document and addressed to the next level of command.
If this form is used as a Follow-up

TYPE OF INSPECTION

Lead Inspector’s Signature:

| [Yes X No

£

Commanders/sgrye:
Q' A4 Msfd@"ﬂ/ﬁ
(=g !

[] Division Level Command Level
] Executive Office Level ] Voluntary Self-Inspection Q. M
Follow-up Required: (] Follow-up Inspection Date:

//2! /o3

For applicable policy, refer to: HPM 11.1, Chapter 22

including the required documentation and approvals
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7

[DYes | [ No N/A

1. Is a CHP 78 Contract Request used to initiate all .
service confracts which are repetitive, regardless of Yes | [INo | [JN/A | Remarks:
the estimated dollar value?

2. |s a CHP 78 Contract Request used for one-time '
services exceeding $4,999.99? ®Yes | [ONo |[JN/a | Remarks:

3. s the Office of Primary Interest (OPI) tracking _
numbering beginning with the requesting command Yes | [INo | [JN/A | Remarks:
three-digit location code used, followed.by "CP” for
contract payable listed on the CHP 787

4. |s the performance of contract services monitored
and documented? X Yes | [INo |[JNA | Remarks:

5. Are all copies of correspondence with the vendor
maintained? RYes | [ONo |[IN/A |Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or [JYes | JNo N/A | Remarks:
non-performance of the vendor?

7. s the final product to be delivered described
specifically and in as much detail as possible in the K Yes | [JNo |[JN/A | Remarks:
CHP 787

8. Are all required levels of approval/signature obtained,

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 20f4

9.

Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

[]Yes

1 No

(% NIA

Remarks:

10.

Is all work completed and accepted by the
Department before expiration of contract agreement?

[]Yes

X N/A

Remarks:

11.

Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

Yes

I N/A

Remarks:

12.

Are invoices for payment reviewed and approved fo
substantiate expenditures for work performed and to
prevent penalties being assessed?

@ Yes

] No

CIN/A

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

[¥ Yes

[1No

CIN/A

Remarks:

14.

Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

M Yes

] No

CIN/A

Remarks:

15.

s the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

Xl Yes

I No

CINA

Remarks:

16.

Are all applicable form sections of the CHP 78
completed?

] VYes

I No

N/A

Remarks

\ALLEY Diviscort
ISES - AL

17.

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

[]Yes

] No

X N/A

Remarks:

18.

Are all employees associated with the management

of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

Yes

[J No

CIN/A

Remarks:

19.
- performance fully documented in writing and made a

Are problems concerning the contracter’s

part of the contract manager's contract file”

] Yes

] No

[ N/A

Remarks:

B

20.

Are contract amendment reguest dollar amounts
increased more than 30%”7

[JYes

[1No

[X] N/A

Remarks:

—_
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21.

Is the length of the contract amendment request
more than one year?

[]Yes

] No

M N/A

Remarks:;

22.

Are amendments requested before the expiration of

the original contract?

[]Yes

[1No

M N/A

Remarks:

23.

Is a service contract on a CHP 78, Contract Request

initiated for any commercial meeting/conference

room rental which is expected to exceed $4,999.89 in

total cost?

[]Yes

¥ N/A

Remarks:

24.

Do conference room rental costs exceeding the $500

per day limit have pre-approval from Assistant
Commissioner, Staff?

[]Yes

I No

4 N/A

Remarks:

25.

Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint

checks and driver license checks conducted for all of

the following types of agreements:

Avionics Maintenance and Repair
Helicopter Maintenance and Repair
Instructor Services (on-site)
Janitorial Services

1
2
3
4
5) Consulting Services

] Yes

] No

A N/A

Remarks:

26.

Is a driver license check conducted for, but not

limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel

are scheduled to be on-site for more than 30 days:

Alarm and Fire Alarm Monitoring
Camera Maintenance and Repair
Carpet Installation
Diesel Generator Maintenance and Repair
Dishwasher Maintenance and Repair
Elevator Maintenance and Repair
Fire Extinguisher Service
Garage Door Maintenance and Repair
Graphic Arts Equipment Maintenance and Repair
) Heating, Ventilation, and Air Conditioning Service
1) Laundry/Linen Service
12) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair ’
(

2O O~NOOoTh WN =

19)Uninterruptible Power Supply Maintenance and Repair

] Yes

I No

A N/A

Remarks:
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27.

Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

[] Yes

] No

IX] N/A

Remarks:

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?

[ Yes

] No

(A N/A

Remarks:

29.

Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

X Yes

[ No

CIN/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

[ ]Yes

Bl No

[ N/A

Remarks:

31.

Is a computer file prepared for all contracts
administered?

[] Yes

1 No

P N/A

Remarks:

32.

Is a spreadsheet prepared listing all expenditures?

™ Yes

I No

CIN/A

Remarks:

33.

Is the notification to the contractor documented for
the start date for services to begin?

M Yes

["TNo

LIN/A

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

'@Yes

I No

CIN/A

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. I, Ch. 3, Section 3.02.1)

[]Yes

I No

N/A

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
{SCM Vol. I, Ch. 3, Section 3.02.5)

[c] Yes

[1No

X N/A

Remarks:

37.

Does Contract wark only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

i Yes

JNo

L] N/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

[ Yes

[ No

X N/A

Remarks:

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. [,
Ch. 4, Section 4.09)

[] Yes

X No

L] N/A

Remarks:
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STATE OF CALIFORNIA Command: Division: q‘r Te r:;;ﬁe‘_y\i
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Valley Valley W ;U
COMMAND INSPECTION PROGRAM T Ty e
EXCEPTIONS DOCUMENT Linda Corlez / Tina Roio 03/25/2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included

[] Division Level [X] Command Level [ Appeal Included
[] Executive Office Level ] Attachments Included
Forward to: Commander's Signature: [ Date:

Follow-up Required:

[ Yes X No Due Date: /j» 21td

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

Pursuant to HPM 22.1, Chapter 1, Valley Division conducted a Chapter 3 inspection, Command
Procurements. This inspection evaluated the area’s purchases, Cal-Card, X Number and Contracts
processing utilizing the inspection checklist founding HPM 22.1, Chapter 3, Annexes AB,C, and D.

The following documents were completed as part of this inspection:
Exceptions Document :

Purchases Inspection Checklist

Cal-Card Inspection Checklist

X number Inspection Checklist

Contracts Inspection Checklist

| Command Suggestions for Statewide Improvement:

| Inspector's Findings:

Valley Division is in compliance with policy. There were no discrepancies noted.

CHP 680A (Rev, 09-08) OP1010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA RIGHWAY PATROL

COMMAND,INSPECTION PROGRAM

EXCEPTIONS DOCUMENT Command: D/ivision; Chapter:
Vodleds Vallet] =z 3
Inspecteq by: ) Date:
(ol Cavdey [ Ting /fa“;,b- 2 jae 9

Page 2

Commander's Response:

[Inspector’'s Comments:

‘Required Action =~

Corrective Action Plan/Timeline
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command: Division: Chapter:
Vol jfalley 3
Inspected by: / Date:
Jondt Q’*’%Zlﬂl‘{t f‘ui‘:i'm 3/}5’/0 7

be filed within :ﬂ've"(5).:bﬁ§frfes§":'day§Jof:'thé,-bdmp‘!eted\ chapter inspection).

Commander's Basis for Appeal:

1 Appeal Review/Decision: (This shall be the only level of appeal).

Lead InSpg’dlor's Signalure:

Date: ué%zqi /é } L?

LN

~R€§50nding Commander s Signhture (for appeal):

Date:
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STATE OF CALIFORNIA

Page 10f2

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM Valley

INSPECTION CHECKLIST Evaluated by:
Linda Cortez, OSSI

Chapter 3, Command Procurements
Cal-Card Program

Command: Division: Number:
Valley 201
Date:
03/20/2009
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or
applicable legal statues, or deficiencies noted in the inspec
discrepancies andfor deficiencies shall be docum
Furthermore, the Exceptions Document shall include any follow-

Inspection, the “Follow-up Inspection” box shall be marked and only deficient items nee

ented on an Exceptions Document and addressed t
up and/or corrective action(s) taken. [f this form is used as a Follow-up
d to be re-inspected.

“No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
tions shall be commented on via the "Remarks” section. Additionally, such
o the next level of command.

TYPE OF INSPECTION

Lead Inspector's Signature:

[C] Division Level Command Level
[[] Executive Office Level ] Voluntary Self-Inspection
Date:

Follow-up Required: [J Follow-up Inspection CW%‘Q”““’@/

[]Yes [1No

3/25/05

For applicable policy, refer to: HPM 11.2, Chapter 3

W
\

1. Are all employees associated with the use of the Cal- A
Card program completing the CHP 78S, Conflict of Yes | [ONo | CIN/A | Remarks:
interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications .
maintained within the Cal Card command file for K vYes | [INo |[JN/A | Remarks: See answer to question 15
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained N .
in the Cal Card command file for each vendor X Yes | [INo |[INA Remarks: See answer fo question 15
utilized?

4. Are California Integrated Waste Management Board _
Form 74-documents maintained for each vendor K Yes | [INo |[INA Remarks: See answer to question 15
utilized? ;

5. If the vendor is a small business or DVBE is utilized, _
is the certification letter from the Department of K Yes | TINo |INA Remarks: See answer to guestion 15
General Services maintained in the file?

6. When fair and reasonable is utilized, is.the fair and
reasonable method documented and properly Yes | [INo |[JN/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order Remarks: Previously,

. . e emarks: Previously, the canine
to circumvent transaction purchase limits” CYes | INo | [INA | o0 G this in error, Issue has
been resolved by raising their daily
limits.

8  Doos the CHP 317 Cal Card Log fully describe the
purchase? K Yes | [JNo |[INA Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? ves | [ONo | [CIN/A Remarks:

CHP 6B0D (Rev. 09-08) OPi 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 20f2

10. Is the CHP 317 Cal Card Log properly authorized

and maintained? Yes | [JNo | [JN/A | Remarks:
11. Are credit invoices/receipts for returned items _
maintained with the bank statement? X vYes | [ONo |[INA Remarks:
12. Do non-itemized purchase receipts/invoices _
document the purchase by listing the commodity, XlYes | [INo |[JN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? _
Yes D No I:I N/A Remarks:
14. Are Cal Card purchases pre-approved by the _
commander? Yes | [ONo | CON/A | Remarks:
15. Have all cardholders received training on the o o
Department's procurement processes? X vYes | [ONo |[[INA gglrgzggégewew training completed
16. Are item(s) purchased with the Cal Card prohibited Remarke: Previous | .
_ emarks: Frevious Issues nave been
D Yes E No D N/A resolved by above answer.

by departmental policy?

CHP 680D (Rev. 09-08) OPI 010
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STATE O CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: 51‘1}5‘0”5 gg:‘be“
COMMAND INSPECTION PROGRAM £zt = Date:
INSPECTION CHECKLIST Tina Rojo 03/25/2009
Chapter 3, Command Procurements Assisted by: Date:
Contracts

INSTRUCTIONS: Answer individual items with “Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

["TYPE OF INSPECTION Lead Inspector's Signature:
[] Division Level Command Level

o oo | I
[] Executive Office Level ] Voluntary Self-Inspection \1}//2&/ 5\0

Commander’s Si

Follow-up Required: [] Follow-up Inspection @ure: Date:
[JYes  [No A 3 /5/0)

For applicable policy, refer to: HPM 11.1, Chapter 22 \

1. s a CHP 78 Contract Request used to initiate all _
service contracts which are repetitive, regardiess of ves | [INo | [N/ | Remarks:

the estimated dollar value?

2. |s a CHP 78 Contract Request used for one-time ‘
services exceeding $4,999.997? K Yes | [INo |[JN/A | Remarks:

3. |s the Office of Primary Interest (OPI) tracking _
numbering beginning with the requesting command KvYes | (ONo |LINA REmails;

three-digit location code used, followed by "CP" for
contract payable listed on the CHP 787

4. s the performance of contract services monitored
and documented? ves | [INo | CIN/A Remarks:

5. Are all copies of correspondence with the vendor
maintained? KYes | [ONo |[INA Remarks:

6. Are letters for contracts documented and maintained i
which outline any problems related to substandard or | [ Yes [1No N/A | Remarks:

non-performance of the vendor?

7. 1s the final product to be delivered described
specifically and in as much detail as possible in the KvYes | [(ONo |[INA | Remarks:

CHP 787

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals ~ | [ Yes [ No- | CIN/A | Remarks:

for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7

CHP 680F (Rev. 09-08) OFI 010
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STATE ORCALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six
months from the anticipated start date of the contract [JYes | [ONo | XINA Remarks

pre-approved by Assistant Commissioner, Staff, for
expedited processing? '

10. s all work completed and accepted by the
Department before expiration of contract agreement? ves | [INo | [INA Remarks

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the X Yes
manner specified in the contract (e.g., review
progress reports and interim products)?

D No D N/A Remarks:

12. Are invoices for payment reviewed and approved to _
substantiate expenditures for work performed and to ves | [CINo |[JNA | Remarks:

prevent penalties being assessed?

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered X Yes | [ No

as required by contract?

D N/A Remarks:

14. Does the requestor verify the contractor has fulfilled _
all requirements of the contract before approving the Yes | [JNo | []NA | Remarks:

final invoice?

v

15. |s the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management Kyes | [ONo |INA Cmalis:

Section for payment?

16. Are all applicable form sections of the CHP 78
completed? K Yes | CINo |[INA | Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear K Yes | [INo |[JN/A | Remarks:

and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

18. Are all employees associated with the management
of a contract completing the CHP 78S, Confiict of X Yes | [ONo | CINA Remarks:

Interest Statement, Employee, form?

19. Are problems concerning the contractor's :
performance fully documented in writing and made a X Yes | [INo |[JN/A | Remarks:

part of the contract manager's contract file?

20. Are contract amendment request dollar amounis
[JYes | [INo | X N/A | Remarks:

increased more than 30%”7
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INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page
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21.

Is the length of the contract amendment request
more than one year?

[] Yes

[1No

X N/A

Remarks:

22.

Are amendments requested before the expiration of
the original contract?

7] Yes

[1No

X N/A

Remarks:

23.

Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in

total cost?

X Yes

] No

L] N/A

Remarks:

24,

Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

X Yes

1 No

I N/A

Remarks:

25.

Are California Department of Justice (DOJ) and

Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of

the following types of agreements:

1) Avionics Maintenance and Repair
2) Helicopter Maintenance and Repair
3) Instructor Services (on-site)

4) Janitorial Services

5) Consulting Services

X Yes

I No

L1 N/A

Remarks:

26.

Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Atarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5} Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

{9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service -
(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

X Yes

' No

CIN/A

.Remarks:
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INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page
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27. Are all driver license and fingerprint information

forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

X Yes

[ N/A

Remarks:

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

[ ] Yes

[ ] No

X N/A

Remarks:

20.

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes

] No

CIN/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

X Yes

1 No

1 N/A

Remarks:

31.

Is a computer file prepared for all contracts
administered?

X Yes

] No

LI N/A

Remarks:

32.

ls a spreadsheet prepared listing all expenditures?

X Yes

] No

I N/A

Remarks:

33.

Is the notification to the contractor documented for
the start date for services to begin?

X Yes

] No

CIN/A

Remarks:

34.

Is the contractor contacted to determine if all invoices

-have been received in order to oversee the

completion of the contract?

Xl Yes

I No

[IN/A

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

[] Yes

[ No

X N/A

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. |,,Ch. 3, Section 3.02.5)

] Yes.

] No

X N/A

Remarks:

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

‘[ Yes

I No

X N/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

] Yes

[ No

X N/A

Remarks:

39.

‘Are any contract payments made prior to the final

approval and execution of the contract? (SCM Vol. |,
Ch. 4, Séction 4.09)

] Yes

I No

X N/A

Remarks:
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Command: Division: Number:
STATE OF, CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Valley | Gk
COMMAND INSPECTION PROGRAM | T o Calzs12008
INSPECTION CHECKLIST o =
Chapter 3, Command Procurements
Purchases

INSTRUCTIONS: Answer individual items with “es” or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall he commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:

[] Division Level X command Level

[] Executive Office Level [] Voluntary Self-Inspection jﬂébg@/p

Follow-up Required: Commander's Eynature: Date:

] Yes [ No ] Follow-up Inspection m@%" I/’L?/Ve)

\

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the
command level familiar with the related policies and X Yes | [ONo |[ONA BRERTRIS:

procedures for purchasing?

2. Have Approvers/reviewers of purchases received

procurement training? K Yes | [INo |[JN/A | Remarks

3. Are prohibited items procured on CHP 43, Purchases
Requisitions? [IYes | X No |[NA Remarks:

o Supplies for personally — owned equipment

e Commodities for personal use

e Confirming order

e Purchases via the internet

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from K vYes | [(ONo |[[INA Remarks:

different suppliers or from different statewide
commodity contracts?

5. |s all required information entered on the CHP 43,

Purchase Requisition? X Yes | [ONo |LINA Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each K Yes | [No |LINA R elaAS:

fiscal year (July 1)?

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for X vYes | [INo |[IN/A Remarks:

approval?
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INSPECTION CHECKLIST

Chapter 3, Command Procurements

Purchases

Page
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8. Do specialized items purchased contain the
appropriate Division, and/or OP| approvals?

X Yes

[INo

CIN/A

Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid?

Yes

[INo

LIN/A

Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

X Yes

1 No

I N/A

Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

(] Yes

I No

X N/A

Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

[ Yes

[INo

X N/A

Remarks:

13. Do.Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

[]Yes

I No

X N/A

Remarks:

14. Are items checked immediately for content and
damage when delivered?

X Yes

] No

L1 N/A

Remarks:

15. Is the “received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes

] No

CIN/A

Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to

FMS?

X Yes

I No

CIN/A

Remarks:

17. Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X ves

I No

CIN/A

Remarks:

18. Is the original “received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes

(1 No

OONA

Remarks:

19. Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver

before being accepted?

X Yes

[INo

CIN/A

Remarks:
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STATE OF €ALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page

30f3

20. Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes

] No

I N/A

Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

B4 Yes

[l Ne

I NIA

Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. If, Ch. 11, Topic 4)

Yes

I No

[ NIA

Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol I Ch. 2, Topic 11)

M Yes

[l No

L] N/A

Remarks:

24. Are purchase orders split to evade competitive
bidding reguirements or to circumvent the
Depariment's delegated purchase authority limits?
(Public Contracts Code Section 10329)

[] Yes

X No

CIN/A

Remarks:

CHP 6B80C (Rev, 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM | Valley bl ’;(”

Evaluated by: ate:
INSPECTION CHECKLIST Li\rllzgac;irtezy 03/20/2009
Chapter 3, Command Procurements Assisted by: Date:
X-Number Program

Page 10f2

INSTRUCTIONS: Answer individual items with
applicable legal statues, or deficiencies noted in the i
discrepancies and/or deficiencies shall be documente

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

"es” or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
nspections shall be commented on via the “Remarks” section. Additionally, such

d on an Exceptions Document and addressed to the next level of command.
(s) taken. If this form is used as a Foliow-up

[] Executive Office Level

["TYPE OF INSPECTION
[] Division Level X] Command Level

] Voluntary Self-Inspection

Lead Inspector's Signature:

o’

-

Follow-up Required: L] Follow-up Inspection

[]Yes [ INo

Commander's Signatdre

T\n&&ﬁ/

Dale:

3/ ?.f/u{

For applicable policy, refer to: HPM 11.1, Chapter 23

1.

Are multiple X Numbers awarded to the same vendor

Assistant Commissioner?

to circumvent the $4,999 contract limit? [JYes | X No |[JN/A | Remarks:

2. Does all X Number file documentation contain the B =
49 emarks: Prior issues with this have
STD. 204 Payee Data Record? XYes | CONo | [LINA oty G e
11.1 CH 23

3. Do X Numbers requiring a contract (i.e., janitorial or

landscaping) have prior approval from the Business X Yes | [INo |[JN/A | Remarks:

Services Section commander?
4. Are X Number requests made prior to the date the

services are performed? KlYes | [INo |[JN/A | Remarks:
5. Are X Numbers issued for a one-time use?

‘ Yes D No D N/A Remarks:

6. Are prohibited services performed using an X

Number? [JYes | X No |[ONIA | Remarks:
7. Are X Numbers used for the procurement of a

service and not the purchase of a commodity? K Yes | [INo | CIN/A | Remarks:
8. Are X.Numbers issued for telecommunications

related services pre-approved by X Yes | [ONo |[JN/A | Remarks:

Telecommunications Section?
9. Do X Numbers used for facilities related services

(such as roof repair, electrical) costing over $1,000 X Yes | [INo |[dNA | Remarks:

have prior approval from Facilities Section?
10. Do X Numbers issued for lapsed contractual

agreements have prior approval by the appropriate K ves | [INo |[JNA | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 20f2

11. Do all X Numbers awarded to a non-small business Remarks:
vendor contain three price quotations? Yes | [INo |[IN/A | Remars:
12. Do all X Numbers awarded to a small business eamarkeaPrior issties it el
a . ™ . . | Is have
vendor contain the small business certification from KvYes | [ONo | LIN/A | D ved thi review of HPM
the Department of General Services (DGS)? 11.1 CH 23
13. Does the file documentation contain the STD. 21 Remarke: Prior lssues with ths h
e g . £5 WI
Drug Free workplace certification for X Number Yes | [ONo | LIN/A | PO ved thru revie:N of ﬁp,\jve
vendors? 11.1 CH 23
14. Do emergency service X Numbers document and = -
justify the emergency? X Yes | [INo |[JN/A | Femans:
15. Is the itemized invoice for each X Number service R _
maintained in the command's files? Yes | [JNo | [IN/A | Remarks:

CHP 6B0E (Rev.-09-08) OP( 010




Page 10f2

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL . T —
COMMAND INSPECTION PROGRAM ' v .

Auburn Area Valley Division | 220
INSPECTION CHECKLIST EvLalIuaLtj:d by: Y Date:
Chapter 3, Command Procurements M. Ketterer Oct. 23, 2008
Cal-Card Program Assisted by: Date:

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level

] Executive Office Level

X Command Level

] Voluntary Self-Inspection

Lead Inspector's Signature:

t

Follow-up Required:

[]Yes

[_] Follow-up Inspection

X No

i./ 7 Date: /
s il

For applicable policy, refer to: HPM 11.2, Chapter 3

Cd

1. Are all employees associated with the use of the Cal- _
Card program completing the CHP 78S, Conflict of X Yes | [INo | [JN/A | Remarks:
Interest Statement, Employee, form?
2. Are STD. 21 Drug Free Workplace certifications Remarks
. . ] em B
maintained within the Cal Card command file for LYes | XINo | LIN/A | ZPETS pleted for future
each vendor utilized? purchases.
3. Are STD. 204 Payee Data Record forms maintained S
in the Cal Card command file for each vendor Clves | DXINo | LIN/A | 282 sompleted for future
utilized? purchases.
4. Are California Integrated Waste Management Board T
. . V% emarks:
Fc_>rm 74 documents maintained for each vendor [(JYes | XINo |[INA To be completed for future
utilized? purchases.
5. If the vendor is a small business or DVBE is utilized, Remarks:
. gliod = :
is the certification letter from the Department of Clves | XINo | LIN/A | 2203 completed for future
General Services maintained in the file? purchases.
6. When fair and reasonable is utilized, is the fair and _
reasonable method documented and properly (JYes | [ONo |[XIN/A | Remarks:
justified?
7. Are purchases split into multiple transactions in order .
to circumvent transaction purchase limits? [JYes | X No |[JN/A | Remarks:
8. Does the CHP 317 Cal Card Log fully describe the _
purchase? X Yes | [INo |[]JN/A | Remarks:
9. Are bank statements reconciled with the CHP 317 _
Cal Card Log and the receipts/invoices? Yes | [JNo | JN/A | Remarks:

CHP 680D (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
10. Is the CHP 317 Cal Card Log properly authorized o
and maintained? Xl Yes | [INo |[JN/A | Remarks:
11. Are credit invoices/receipts for returned items -
maintained with the bank statement? Yes | [ONo |[JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices s:
document the purchase by listing the commaodity, Yes | [ONo | [JN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? _
Yes | [ONo |[JN/A | Remarks:
14. Are Cal Card purchases pre-approved by the . .
commander? X Yes | CONo |[OJN/A | Remarks:
15. Have all cardholders received training on the -
Department's procurement processes? X Yes | (ONo | [JN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited s
by departmental policy? CYes | XINo | CJN/A | Remarks:

CHP 680D (Rev. 09-08) OPI 010




Waste Management Board (CIWMB) form CIWMB 74, Recycled-Content
Certification. Purchases from OfficeMax containing recycled content will be
captured and reported by OfficeMax directly to the CAL-Card Program Activity
Coordinator in headquarters.

FILE DOCUMENTATION.

a. To comply with the Governor's Executive Orders and mandated legislation, the
CAL-Card file must contain the following:

(1) STD. 21, Drug-Free Workplace Certification. The supplier must self-
certify under penalty of perjury and under the laws of the State of California
that the contractor will comply with the requirements of the Drug-Free
Workplace Act of 1990. State agencies are not permitted to conduct business
with contractors who do not provide certification.

(2) STD. 204, Payee Data Record. The properly completed Payee Data
Record will provide, among other data, the supplier's taxpayer identification
number and will be used to determine whether payment(s) to the supplier are
reportable.

(3) California Integrated Waste Management Board, CIWMB 74, Recycled
Content Certification. Supplier certifies under penalty of perjury the percentage
of the materials, goods and supplies offered meet or exceed the minimum
percentage of recycled materials. Cardholders are authorized to certify the
recycled product content based on prior purchase of the same item, catalog
reference, internet, etc.

(4) California Certified Small, Micro, and/or Disabled Veteran-owned
Certification Letter. Upon certification, the DGS provides the supplier with a
copy of the certification letter.

(6) CHP 28, Voluntary Statistical Data. The business owner’s submission of
ethnic, race, and gender data to state agencies is strictly voluntary. The
information shall not be collected until after the contract award is made.
Cardholders shall maintain the CHP 28, Voluntary Statistical Data, locally for
future audit review.

(6) Fair and Reasonable Certification. The CHP 317, CAL-Card Log, has
been revised to incorporate the buyer’s (cardhoider’s) certification that the cost
of each acquisition is deemed fair and reasonable. This certification is based
on the buyer’s (cardholder’s) experience and knowledge of procurement
policies and procedure.

3-5 HPM 11.2



b. STD. forms 21, Drug-Free Workplace Certification and 204, Payee Data
Record, are valid for three years, and should only be attached to the CAL-Card
statement at the time of the initial contact with a supplier. The CIWMB 74,
Recycled-Content Certification, form should be attached to the CAL-Card statement
for all 11 reportable recycled-content categories. The certification must be attached

to the monthly CAL-Card statement.

c. The revised CHP 317, CAL-Card Log, reflects the required file documentation
and provides instructions for forms completion.

d. The CAL-Card Program Activity Coordinator maintains a database of certified
suppliers whose necessary documentation is already on file. Periodic updates will
be e-mailed to the Approving Official for dissemination to the Division cardholders.

7. SPECIAL REQUIREMENTS.

a. Special-Funded Commodities. The credit card may not be used for the
purchase of commodities funded with federal grant, asset forfeiture, or any other
reimbursable special-funded source due to the inability to track the expenditure for

reimbursement.

b. General Commodities. Credit cards may be used to buy commodities if any of
the criteria listed below applies. If so, a written explanation must be included in the
column marked “Description of Purchase” on the CHP 317, CAL-Card Log,
particularly emergency purchases as defined in (2) below.

(1) Commodity is not available through departmental delegation, mandatory
state contract (with the exception of office and janitorial supplies), State Price
Schedules, California Multiple Award Schedules, Prison Industry Authority, or
CHP Supply Services Unit (SSU).

(2) Commodity is available through CHP SSU and at least one of the following
situations applies:

(@) Iltem is on back order and is urgently needed before projected
available date and is commercially available. A copy of the back order
invoice must be attached to the CHP 317, CAL-Card Log.

(b) An emergency situation exists. “Emergency” is defined as the inability
to continue critical daily operations or when public health, welfare or safety
is threatened. An emergency condition is one which would not have been
avoided by reasonable care and diligence, or one involving an immediate
threat of damage or injury to persons committed to the agency’s care, to
employees of the agency, to members of the general public, or to property
for which the agency is responsible.

HPM 11.2 3-6
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM Auburn Area Valley Division | 220
INSPECTION CHECKLIST SR e
Chapter 3, Command Procurements M;ist}iitt.)tye: o 3352/08
X-Number Program

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

"TYPE OF INSPECTION Lead Inspector's Signature:
] Division Level X Command Level /
] Executive Office Level [ Voluntary Self-Inspection
Follow-up Regyired: ] Follow-up Inspection Date:
[]Yes No /1 / 19/0§"
7/
For applicable policy, refer to: HPM 11.1, Chapter 23
1. Are muitiple X Numbers awarded to the same vendor _
to circumvent the $4,999 contract limit? [] Yes No | []N/A | Remarks:
2. Does all X Number file documentation contain the .
STD. 204 Payee Data Record? X Yes | [INo |[1N/A | Remarks:
3. Do X Numbers requiring a contract (i.e., janitorial or Remark
H H H N’ emarks.
landscaping) have prior appro;/al from the Business ClYes | [1No N/A | e ract services are arranged by
Services Section commander? Facilities Section.
4. Are X Number requests made prior to the date the Remark
i emarks.
ECRVICESIEIE performed? IE Yes D No D N/A Exceptions for evidence towing and
emergency repairs.
5. Are X Numbers issued for a one-time use? _
X Yes | [INo | [JN/A | Remarks:
6. Are prohibited services performed using an X .
Number? O Yes No |[JN/A | Remarks:
7. Are X Numbers used for the procurement of a Remark
0 H emarks:
service and not the purchase of a commodity? MYes | [ONo |[INA OF R o e FrapEIRSY G
approval from division.
8. Are X Numbers issued for telecommunications .
related services pre-approved by ClYes | [ONo N/A | Remarks:
Telecommunications Section?
9. Do X Numbers used for facilities related services .
(such as roof repair, electrical) costing over $1,000 [(JYes | [INo N/A | Remarks:
have prior approval from Facilities Section?
10. Do X Numbers issued for lapsed contractual .
agreements have prior approval by the appropriate [OYes | [No N/A 'i,eo’ﬁz”gs' AR
Assistant Commissioner? 4 )
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded'to a non-small business _
vendor contain three price quotations? XK Yes | [(ONo |[JN/A | Remarks:

12. Do all X Numbers awarded to a small business .
vendor contain the small business certification from Yes | [ONo |[JN/A | Remarks:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 ]
Drug Free workplace certification for X Number Yes | [INo |[JN/A | Remarks:
vendors?

14. Do emergency service X Numbers document and '
justify the emergency? Yes | [INo |[JN/A | Remarks:

15. Is the itemized invoice for each X Number service _
maintained in the command’s files? Yes | [JNo |[JN/A | Remarks:
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